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Simpler spelling 

All Script Shorthand publications use the 12 words adopted by 
the National Education Association in 1898, and used in all N E A 
publications, which include tho thru thoro program catalog and 
their derivatives. 

A shorthand system, which writes consistently by sound, should 
assuredly uphold to this extent, at least, the tremendously impor¬ 
tant movement for the reform of English spelling which .commands 
the united support of leading language scholars both of England 
and America. 

Simplified Spelling Board, Lake Placid Club, N Y, will send full 
information concerning this important movement on request. 


Preface 


The purpose of the Script Shorthand Teacher is 
two-fold. First, to serve as a teacher’s manual, to aid 
the teacher , in classroom instruction. Second, to serve 
as a self-instruction guide, instead of a teacher , in 
individual study. The nature of the required mate¬ 
rial is essentially the same in either case, and the 
form of presentation is not so different as might be 
supposed. 

In general, the form of statement in the book is 
addressed to the latter user — the student — this 
being very much the same wording that the teacher 
using the book would address to the class. Similarly, 
the comments and explanations are somewhat fuller 
than the experienced teacher would require; this 
being often helpful to the individual student, and no 
particular inconvenience to the classroom teacher. 

The content of the book includes: 

Additional shorthand examples, keyed in print, 
for every point taught in the Text ; in general, 
doubling the number of carefully selected illus¬ 
trations immediately available for each point. 

Print keys (in the case of connected matter, 
marked for dictation) to all the shorthand exer¬ 
cises in the Text . 

A theory test consisting of separate words and 
phrases, and a dictation test consisting of con¬ 
nected matter, with shorthand keys for each, 
following each lesson. 

Tentative suggested speed standards for the 
reading and writing exercises of Units D and E of 
each lesson, and for the phrase exercises, and 
tests. 
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A simple key or code for correcting exercises 
in correspondence instruction. 

Teaching helps and comments, summaries and 
suggestions, covering all points requiring such aid. 

Abundant cross references. The Teacher is 
arranged thruout to correspond to the Text and 
Exercises , each section bearing the same number, 
with the letter T preceding; permitting quick 
and exact reference to any point in Text } Exer- 
ciseSy or Teacher . 

A word index, including all of the 3,000 com¬ 
monest words, which make up about 90% of all 
writing, showing just where the shorthand form 
for each appears for the first time in the Text or 
Exercises . 

A similar index showing the first appearance 
of each phrase taught in the Text or Exercises . 

While certain types of supplementary material, 
such as Script Shorthand Tests , will be found decidedly 
helpful, the Text and Exercises for the student, plus 
the Teacher for the teacher or for self-instruction, 
present everything necessary for a complete course in 
personal shorthand, or a first year course in business 
shorthand. 

Godfrey Dewey 

Lake Placid Club, N Y 
May 1938 
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Basic alphabet 


pbw tdh k g d 

...2 . . L ./ . J.. . L ./ . / . 

per burr were turn hurt curl churn 

dirt length 

f v hw fi h y g S j 

1 .. !■ ./••/. 

fur whirl third young girl germ 
verse thus shirt 

r 1 n m s z st str San ks 

...j>.o..„. D ..^.-v .a.C .s. ...s.. 

. or or 


run then sir stern nation 

learn them razor struck extra 

ha dv and a qk kw tw 3 



the of and a bank equal measure 

twirl 


u a e i 

a e 

/. ._. ^ . 

but bat bet bit 
(her) (air) 

a a i 

.. ..J/ 


duo a 



not foot boat bite 


o ua ax d xu 



barn bait beat talk boot out oil due 


Consonants are downstrokes and small signs. 
Vowels are upstrokes and horizontal strokes. 


Introduction 

(1) To the self-teaching student 

Everything necessary to enable you to learn to 
write Script Shorthand well may be found in the Text 
and Exercises , and the Teacher . A good teacher or an 
experienced writer to guide your efforts and criticize 
the results, either in person or by correspondence, is 
of course valuable, but by no means essential. 

Read carefully the prefaces and introductions, 
giving particular attention to Text Introduction (1) 
and Teacher Introduction (1). 

As more fully explained in Teacher Introduction (2), 
each lesson is divided into natural units of study. 
The earnest student working alone will usually require 
from 1 to 2 hours to master one of these units fully. 
Not all students, of course, will require the same time 
for each unit. You should spend on each unit as 
much time as may be necessary for you to master it 
thoroly, before proceeding to the next. This is 
especially important for the first 3 lessons, which lay 
the foundations for the whole. 

How to study One of the best procedures for self- 
instruction is as follows: 

First, read thru one numbered section of the Text , 
carefully, but without stopping to study and practise 
the shorthand forms. 

Second, turn to the correspondingly numbered sec¬ 
tion in the Teacher and read that thru carefully, not¬ 
ing all comments or instructions. 

Third, go back to the Text and study and practise 
the section thoroly, referring back to the Teacher as 
necessary to be sure that you cover all points fully. 
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Always write , and read back , every line of shorthand 
examples , both in Text and Teacher , at least 5 times . 
They are even more important than the exercises. 

Do not write one word 5 times and then write the next, but 
write, and read back, repeatedly, the line as a whole. 

Study and practise the various exercises for each 
unit, both in Text and Exercises , in the order in which 
they are referred to in the Teacher . 

In general, study each reading exercise as follows: 
First, read the shorthand aloud, once. After this 
first reading, check the accuracy of your reading by 
the print key. 

Keys to all exercises in the Text will be found in the Teacher . 
Keys to all exercises in the Exercises will be found in the 
Exercises ; the location being noted in the Teacher , and on 
pages 281-282 at the back of the Exercises . 

Second, reread the exercise, as many times as you 
can increase your speed appreciably. 

If you gain as much as 5% — 1 second in 20 — with each 
additional reading, you should continue this reading practise. 

Third, copy the exercise in shorthand. 

Fourth, read back your own notes. 

Fifth, if possible, have some one dictate the exercise 
to you from the key, several times — each time just 
a little faster than you can write it easily — and 
read back your own notes each time. If no dictator 
is available, write the exercise from the print key, 
several times, reading back your own notes each time. 

Compare your last writing with the shorthand plate to be 
sure that no errors in writing have crept in. Practise, several 
times, the correct forms for any words or phrases which you 
may have written incorrectly. 
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In general, study each writing exercise as follows: 
First, write the exercise in shorthand — from dic¬ 
tation, if possible; otherwise from the print. 

Second, compare your notes carefully with the 
shorthand key; and practise, repeatedly, the correct 
forms for any words or phrases which you may have 
written incorrectly. 

Be sure that you understand the reason for each correction 
— refer back to the lesson, if necessary. 

Third, write the exercise again from dictation, or 
from the print; again compare your notes with the 
key, and practise repeatedly the correct forms for 
any words or phrases written incorrectly. Repeat 
this step till the shorthand forms in your notes are 
always accurate. 

Fourth, continue to write the exercise, from dicta¬ 
tion if possible, reading back your notes each time, 
as many times as you can increase your speed appreci¬ 
ably without writing illegible or “ shattered ” notes. 

If you gain as much as 5% — 1 second in 20—-with each 
additional writing, while still writing good clear notes, you 
should continue this dictation practise. 

Study and practise all wordsigns in the systematic 
manner described in T 11. 

Write, and read back, repeatedly, all wordsign 
derivatives and compounds; and all phrases given in 
the Text . 

Drill on each phrase exercise in the manner sug¬ 
gested for the reading exercises. 

Spend time enough on each lesson, if possible, to 
reach the speed standards suggested in the Teacher . 

Write the theory test at the end of each lesson (in 
the Teacher ) from dictation, if possible; otherwise from 
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the print, covering the shorthand key below. Com¬ 
pare your notes carefully with the shorthand key, and 
if any forms are written wrongly be sure that you 
understand the reason for each correction — refer back 
to the lesson, if necessary — and then practise 
repeatedly the correct form. 

Write the dictation test at the end of each lesson (in 
the Teacher) from dictation , at the suggested rate, if 
possible. If this is not possible, use the print as a 
writing exercise and/or the shorthand key as a reading 
exercise. 

Shorthand penmanship drill One of the best ways to 
analyze an unfamiliar form or joining, and familiarize 
your muscles with its execution, is the enlarged scale 
shorthand penmanship drill described below; which 
gives much more direct and effective training than 
formal drills on ovals, spirals, etc. 

First, write the form to be drilled on, carefully, in 
ink, on ordinary ruled paper or in your shorthand 
notebook, taking the full space between two adjacent 
lines as 1 unit; which will make the form about 3 
times as large as usual. Then trace this careful ink 
form 20 times or more with a smooth but fairly hard 
lead pencil, writing as rapidly as you can follow the 
original ink form fairly closely, and gradually increas¬ 
ing your speed with each repetition. If the form 
becomes too marked up to follow closely before you 
have drilled sufficiently, write a fresh ink copy and 
repeat the process. 

When you feel that you have mastered this triple 
size drill and can write the form fluently, repeat the 
process, with the same form you have just drilled on, 
but taking the space between the ruled lines as 2 units, 
which will make the form about times normal size. 
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When you have mastered this drill, you are ready 
to drill on the same form written normal size; that is, 
making 1 unit 3 to 4 millimeters (| to | inch) or not 
more than ^ the distance between the lines of the 
average ruled paper. 

Practise paper Script Shorthand is perfectly legible 
even when written on unruled paper, for the meaning 
of the forms does not depend on position or a ruled 
line of writing. Ruled paper is, however, desirable, 
for the same reasons that make it desirable in learning 
to write longhand. In the early stages of practise, or 
to correct faulty penmanship, Script Shorthand practise 
paper, ruled with unit lines as well as the line of 
writing, will sometimes be temporarily helpful. Its 
use should not be long continued, however, for con¬ 
tinued use will tend to restrict the fluency of your 
writing. 

Read shorthand Always remember that speed 
comes from accuracy, and that if you can think 
shorthand fast enough you will have no difficulty in 
writing it fast enough. To read well-written short¬ 
hand carefully helps your shorthand writing by help¬ 
ing you to think the correct forms more quickly. 
Read and reread every page of shorthand in the Text 
and Exercises till it is thoroly familiar. 

To visualize the shorthand forms for advertising 
signs, headlines, film titles, etc, is excellent short¬ 
hand practise which can be carried on at odd moments. 

Another excellent form of practise which can be 
carried on at any time is to write the shorthand forms 
in the palm of the left hand with the index finger of 
the right hand. 
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Write shorthand More than 2,000 years ago Aris¬ 
totle wrote: the way to learn to play the haip is to 
play the harp. To write shorthand rapidly from 
dictation, you must write shorthand from dictation — 
and lots of it. The most convenient plan is to learn 
Script Shorthand with a friend and take turns in 
dictating to each other. 

After you have finished the Text and acquired a 
fair speed, you can obtain excellent dictation practise 
from the phonograph or radio, but at first you must 
find some one who will dictate the specially selected 
matter of the Text and Exercises at a moderate speed 
— just a little faster than you can write easily. 

Use your shorthand Read shorthand. Write short¬ 
hand. Use your shorthand at every opportunity, 
and, almost before you realize it, Script Shorthand 
will become not merely an efficient vocational tool 
but also an indispensable feature of your daily life. 




(2) To the teacher 

The Text, Exercises, and Teacher are arranged in 
IS lessons, which will require ordinary about 120 
periods or 24 weeks of high school for their completion; 
depending somewhat on the length of the period and 
the amount of daily homework. 

For use during remainder of first year, over and above time 
required for review, Script Shorthand Exercises provides also 
60 pages of reading practise (40 pages of dictation practise). 

Each lesson is divided into natural teaching units: 
4 units, lettered A, B, C, and D, in the Text, with 
accompanying practise material in the Exercises, and 
notes and comments in the Teacher; a 5th unit of 
connected matter, lettered E, in the Exercises; and a 
6th unit consisting of theory and dictation tests, 
lettered T, in the Teacher. One of these units will 
ordinarily be covered in a single class period, with 
accompanying home work. The teacher should not 
hesitate, however, to devote additional time to any 
unit in the early lessons which seems to require it, 
for the Avork becomes progressively easier as the 
later lessons are reached. The student who has a 
thoro mastery of the first 3 lessons should have no 
serious difficulty in completing the balance of the 
course; and the student who has mastered the first 
7 lessons, and the review lesson, 8, has accomplished 
the major part of the year's work. 

The exercises, both in Text and Exercises , which 
consist of single words, are arranged, in general, in 
order of frequency, so that for a short course the 
teacher may (after omitting first the supplementary 
exercises in Unit C of Lessons 3—7, inclusive) omit one 
or more lines from the end of each word exercise, with 
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the assurance that the words retained are the most 
important of that particular group. 

The shorthand examples, keyed in print, which 
illustrate each point in the Text and Teacher, are 
chosen from the most frequently occurring words 
available; the examples in the Teacher being, in 
general, next below those of the Text in frequency. 
It is therefore even more essential to study and 
practise the examples than the words in the exercises. 

Examples used in the Teacher are, as a rule, used also in the 

Exercises. Examples used in the Text are not, ordinarily, 

duplicated except in the connected matter. 

The examples in the Teacher should be used on the 
blackboard to amplify and supplement the presenta¬ 
tion in the Text. They may also be dictated at the 
time of teaching, as additional drill on the specific 
point illustrated, or dictated later as a specific or 
diagnostic test. 

The student should write, and read back, several 
times, every line of shorthand examples — either in class 
or as home work or both. One good way to assure 
this is to dictate the examples from the day's work in 
the Text toward the close of each period, to be read 
back immediately; and then to dictate the corres¬ 
ponding examples from the Teacher, to be read back 
at the beginning of the next period. 

In general, the various exercises may be used to 
best advantage at the points Ayhere they are referred 
to in the Teacher. 

The writing exercises of Lessons 1-7, inclusive, 
are reviewed as reading exercises in Lessons 3-7, 
9-10. This facilitates a very desirable arrangement 
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71 < * ilrl1 ,mil of L | lese lessons, building up progressively 
li-oin easy handling of familiar matter to more difficult 
handling of the new and unfamiliar, as follows: 

1 ) Reading of familiar matter. 

2) Presentation of new subject-matter. 

3) Reading of words, phrases, or sentences 
based on the new subject-matter. 

4 ) . Writing 'from dictation the material just 
previously read in shorthand. 

5) Writing from dictation essentially similar 
new matter, not previously read in shorthand. 

At what point to use the keys to the various reading 
and writing exercises following Lesson 8 — that is, 
to dictate matter previously read in shorthand, or to 
read the shorthand plates for matter previously used 
for dictation — is left to the judgment of the indi¬ 
vidual teacher. 

Either reading or writing exercises, or both (as well 
as the lines of shorthand examples referred to above), 
may be assigned as home work; but no writing exercise 
should be assigned to be written more than once unless 
it has previously been written and corrected in class, 
or the student is instructed to correct his first writing 
carefully from the shorthand key. 

Note that whereas a key (print for shorthand, or shorthand 
for print) to every exercise in Script Shorthand Exercises appears 
somewhere in that book, the print keys to the shorthand exer¬ 
cises in the Text appear only in the Teacher, This fact will 
help the teacher to discover those students who may be malt¬ 
ing unauthorized use of keys. 

An interesting and valuable exercise, entirely prac¬ 
ticable in Script Shorthand , is to have students 
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exchange papers and read from each other's notes — 
with or without calling for criticism by the student 
of the style or forms of the notes which he reads. 
The writing exercises of Units D and E are especially 
suitable for this purpose, but any exercise may be 
used. 

The enlarged scale penmanship drill suggested to 
the self-teaching student (pages x-xii) may also be 
used to advantage occasionally in classroom instruc¬ 
tion, to aid in mastering the execution of an unfa¬ 
miliar form or joining. For purposes of analysis of a 
new form in classroom teaching, however, enlarged 
writing on the blackboard by the teacher will usually 
suffice. 

If the blackboard is used to any considerable 
extent, it should be ruled; preferably with thin red 
lines 6 inches apart, thus making 1 unit about 2 inches 
for blackboard writing. 

Note reference to Script Shorthand practise paper 
on page xii. The same comments apply, in general, 
to classroom use. 

Specific suggestions for mastering all wordsigns are 
given in T 11. 

The shorthand notes for the theory test at the end 
of each lesson, which consists of 25 words and phrases, 
should be handed in for correction, and an appro¬ 
priate deduction (for example, 4 points on a scale of 
100) made for each shorthand form wrongly written, 
even tho the student might have been able to read it 
correctly. 

The notes for the dictation test at the end of each 
lesson should be transcribed, and the transcript graded 
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for accuracy according to the usual standards of the 
school or teacher. 

It is urgently recommended, however, that with Script 
Shorthand the accuracy required for a passing mark should be 
98% rather than the too common practise of 95%. 

Script Shorthand Tests provides, at nominal cost, 
several helpful supplementary tests, for use at the 
beginning, middle, and end of the usual first year 
course. The longhand writing speed test is par¬ 
ticularly valuable in connection with Script Short¬ 
hand, for it not merely indicates the eventual short¬ 
hand writing speed — 4 times the longhand speed 1 — 
which may reasonably be expected by each student 
(as a result of a 2 year high school course, or a 1 year 
business school course), but also gives important 
information as to individual longhand penmanship 
habits, such as backhand or vertical writing, or failure 
to round the top curves of letters, etc, which are 
likely to carry over into the writing of shorthand if 
not corrected at the beginning. 

If the longhand writing speed test Is not available, approxi- 
mate information as to comparative writing speeds, but very 
little information on the more important matter of penman¬ 
ship tendencies, may be obtained by having the students 
write the 10 digits (1 23456789 0) as rapidly aa possible 
for 30 seconds, and multiplying Lhe total number of digits 
written by 2, 150 digits per minute is a fair average speed, and 

corresponds (more roughly than the longhand writing speed 
test) to an eventual shorthand writing speed of 120 words 
per minute in business shorthand. 

1 Script Shorthand forms, as taught in these textbooks, 
average less than j the line length, less than J the number of 
motions, of longhand. 

The average longhand writing speed is about 30 words per 
minute. 


Introduction ( 2 ) 


XIX 


Script Shorthand Tests contains also two theory 
tests, to follow Lessons 8 and 15, more comprehensive 
than those given in the Teacher for each lesson; and 
two interlined “ self-dictation ” tests (also to follow 
Lessons 8 and 15) which give a measure of the short¬ 
hand writing speed of each individual student. 

The writing speed from normal dictation will be, in general, 
at least 10 to 20% faster than from such interlined il self¬ 
dictation.” 

How fully to utilize the many cross references 
thruout the Teacher , which seek to make helpful use 
of analogy, as well as to avoid repetition of instruc¬ 
tions, will depend in part on the time available, in 
part on the ability of the class. 

The most important single suggestion which can be 
given to the teacher of Script Shorthand is this: as far 
as possible let the shorthand do the teaching — regarding 
the rules chiefly as comments on the shorthand forms. 
The inductive arrangement of the textbooks, with the 
shorthand forms preceding the printed explanations, 
facilitates this, as does the exceptionally simple and 
regular structure of the system itself. 

The most important advantages of any u direct 
method ” of teaching shorthand lie in its application 
to the words of highest frequency and/or as an 
approach to the more explicit teaching of the system 
as a whole; the greatest disadvantages appear in the, 
effort to extend it to the whole field of shorthand 
instruction, as a substitute for more explicit teaching 
of general principles rather than specific forms. 
First steps in Script Shorthand , now in preparation, 
offers the advantages of the direct method as an 
approach , without the disadvantages of the direct 
method as a substitute . 
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With these suggestions, the further use of the 
Script Shorthand Teacher should be self-evident to the 
experienced shorthand teacher. The shorthand struc¬ 
ture of a true script system such as Script Shorthand , 
differs fundamentally from the geometric or hybrid 
(script-geometric) systems with which most teachers 
in this country are familiar, but the teaching methods 
are essentially the same. Apply your shorthand 
teaching experience, using the Teacher as a guide to the 
distinctive features of Script Shorthand . 

Complete mastery of the basic alphabet, clear 
understanding of all joining rules and principles, 
thoro memorization of specific breves for words or 
affixes and phrases, and much practise in actual 
reading and writing of shorthand, are foundation 
stones of success in any system; and the means to 
those ends are essentially the same in all systems. 
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(3) The sounds of English 

To learn to recognize these 40 simple sounds quickly 
and accurately, regardless of their many irregular 
spellings, 1 is an important part of learning to write 
shorthand. The examples in this section of the Text , 
and the additional examples below, will help to 
emphasize the distinction between sound and spelling, 
and the importance of writing shorthand on a simple 
one sign , one sound basis. 

a) Letters pronounced differently 

The letter a is pronounced 8 different ways in: 
quota at are . any ate image what walk 

The letters ui are pronounced 8 different ways in: 
quirk languid build mosquito irmt guide suit ruin 
Note that, considering only the 8 o u g h words, the non¬ 
sense couplet given in the Text may be pronounced, by its own 
analogies, in 8 s or 16,777,216 different ways — of which only 
1 is right! 

b) Sounds spelled differently 

The sound of k is spelled in 14 different ways in: 
can account bacchanal school back raeguet 

hough kind khaki fa/con talk guite 

viscount except 

The name sound of o is spelled 16 different ways in: 
chauffeur beau yeoman sew sewed no 
coal toe oh floor apropos depot 

lour though know owe 

The Funk & Wagnalls Desk Standard Dictionary, which 
contains less than of the words in the unabridged New Stan¬ 
dard Dictionary, shows more than 500 different spellings of the 
42 sounds distinguished by the Spelling Reform Association 
phonetic alphabet shown on page xxiv. 
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c) Silent letters 

journal psychology lacguer sorry island watch 
bmld navvy who billet-doux play puzde 

d) Words spelled alike , pronounced differently 
lead — A piece of lead, To lead the way 
use — It’s of no use, I can use this 

e) Words spelled differently , pronounced alike 
fair, fare read, red read, reed 

to, too, two 

English contains very many words, such as well sound box 
right (opposite of left , opposite of wrong , a right angle, etc) 
note etc, spelled in one way with several different meanings. 
When we see or hear the word note used in a sentence, we 
have no doubt whether we should play it or pay it, read or 
write it, or observe; and there is no demand for distinguishing 
these various meanings by different spellings such as knote, 
noatj or pnote\ 

A phonetic spelling like past or mist instead of passed or 
missed is no different in its effect from the present spelling of 
well or note; and much less " objectionable ” than a conven¬ 
tional spelling like row or tear which now stands for 2 different 
words, differently pronounced. 

Phonetic notation 

Completely phonetic spelling has one and only one 
sound for each sign, and writes one and only one sign 
for each sound. This requires, for English, an alpha¬ 
bet of about 42 different signs or letters, each with a 
single unvarying sound. For practical shorthand 
writing, 40 sounds, with their signs, are sufficient, com¬ 
bining £ with e, a with u. 

The simplest and best phonetic alphabet for English 
is that of the Spelling Reform Association (often 
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referred to as the SRA alphabet), shown on the next 
2 pages. This alphabet is used thruout all Script 
Shorthand publications where necessary to indicate 
pronunciation. An hour spent now on study of the 
sounds of English, as shown by this alphabet, inde¬ 
pendent of the signs of shorthand, will be saved several 
times over in your later study. 

Study the consonants in groups of 6, 10, and 8, the 
vowels in groups of 8 and 6, as indicated by the spacing 
of the table. Pronounce the key words for each sound 
aloud, slowly and distinctly, till you identify clearly 
the sound represented. Then pronounce aloud dis¬ 
tinctly, several times, the phonetic name of the sound. 
Master each group before proceeding to the next, then 
review the whole table. Finally, read and reread 
carefully the specimen of phonetic spelling on page 
xxv, giving conscious attention to the sounds repre¬ 
sented in each word. 

The phonetic names (see Text 3c) pa ha ta da ka ga 
etc are pronounced like the first parts of pe/r bu/rr 
tu /rn di /rt cu /rl gt /rl etc. Avoid particularly the 
misleading and unphonetic ah c names of g w y h. 

It will be helpful to many students, also, to write a 
short selection in the phonetic alphabet. Form the 
hand written letters just like the print letters, dis¬ 
joined, as shown below. 

pbtdkg fvphsxS^cj mnijrlwyh 
a a a e e ecii 


doovulu acuouu 


X 
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S R A Phonetic Alphabet 


24 Consonants 
Cap- 


Print 

ital 

Name As in 

P 

P 

pa 

pin, cup 

b 

b 

ba 

bin, cub 

t 

t 

ta 

ten, bet 

d 

d 

da 

den, bed 

k 

k 

ka 

come, back 

g 

s 

g* 

gum, bag 

f 

f 

fa 

fan,safe 

V 

V 

va 

van, save 

n 

h 

fia thigh, bath 

b 

h 

ha 

thy, bathe 

s 

s 

sa 

seal, race 

z 

z 

za 

zeal, raise 

S 

S 

P 

assure, rush 

3 

3 

Sa 

azure, rouge 

d 


da 

choke, rich 

j 

j 

j* 

joke, ridge 

m 

m 

em 

met, him 

n 

n 

en 

net, thin 

5 

«D 

erj 

ink, thing 

r 

r 

ra 

raid, dear 

1 

1 

la 

laid, deal 

w 

w 

wa 

wet, woo 

y 

y 

ya 

yet, you 

h 

h 

ha 

head, who 


Print 

Cap¬ 

ital 

14 Vowels 

As in 

a 

3 

about, murmur, data 

a 

a 

am, pat 

a 

a 

alms, part, ma 

e 

e 

edge, let 

£ 

£ 

air, pair, mare 

zx 

a 

age, late, may 

i 

i 

is, sit, army 

l 

l 

ease, seat, me 

D 

D 

odd, not 

0 

o 

awed, naught, pshaw 

o 

o 

owed, boat, show 

u 

u 

up, dull, but, done 

u 

u 

full, foot, should 

m 

U1 

fool boot, shoe 

a 

4 Diphthongs 
a aisle, pint, by 

ai 

ax 

owl, pound, bough 

d 

di 

oil, point, boy 

iu 

iu 

pure, due 


Supplementary sign 
* * capsign 

To capitalize a phonetic type¬ 
written or longhand word, write 
the capsign before it. 


Phonetic print capitals are heavy or boldface letters, otherwise 
similar to the small or lower case letters. 

The linear order and phonetic names of this alphabet are derived 
from established shorthand practise, and will be found both logical 
and convenient. 
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ligkan’z getizbarg spfc 

forskor and sevn yirs ago ax r fafiarz brat forfi on 
his kontinent a niu naSan, konsivd in libarti, and dedi- 
kated tui ha propoziSan hat ol men ar kriated Ikwal. 

n ax wi ar engajd in a grat sivil war, testig 
hwehar hat naSan, ar eni naSan so konsivd and so 
dedikated, kan lag endiur. wi ar met on a grat 
batl-fild ov hat war, wi hav kum tm dedikat a por- 
San ov hat fild az a fanal restig-plas far hoz hiu hir 
gav har lavz hat hat naSan mat liv. it iz altagehar 
fitig and propar hat wi Sud dm his, 

but in a larjar sens, wi kanot dedikat — wi 
kanot konsikrat — wi kanot halo — his gramd. ha 
brav men, livig and ded, hui strugld hir, hav kon- 
sikrated it far abuv air pmr paiar tm ad ar ditrakt. 
ha warld wil litl not nar lag rimembar hwot wi sa 
hir, but it kan nevar farget hwot ha did hir. it 
iz far us, ha livig, rahar, tm bi dedikated hir tm hi 
unfiniSt wark hwid ha hm fat hir hav hus far so nobli 
advanst. it iz rahar far us tm bi hir dedikated tm ha 
grat task rimanig bifor us — hat from hiz onard ded wi 
tak inkrist divoSan tm hat kaz far hwid ha gav ha last 
ful me 3 ur ov divoSan; hat wi hir hali rizolv hat hiz ded 
Sal not hav dad in van; hat his naSan, undar god, Sal 
hav a niu barfi ov fridam; and hat guvarnment ov ha 
pipl, bri ha pipl, far ha pipl, Sal not periS from hi ar ft. 

Brief study of the preceding page will enable any one to read 
the above selection accurately. A few hours study will give any 
one at all familiar with phonetics a practical working knowl¬ 
edge of this simplest and best phonetic alphabet for English. 
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Phonetic writing exercise 

This exercise contains every sound distinguished by the S R A 

phonetic alphabet. 

When in the course of human events it becomes 
necessary for one people to dissolve the political bands 
which have connected them with another and to 
assume among the powers of the earth the separate 
and equal station to which the laws of nature and of 
nature’s God entitle them, a decent respect to the 
opinions of mankind requires that they should declare 
the causes which impel them to the separation. 

We say to you that a fair judge measures each point 
calmly. 

KEY to phonetic writing exercise 

*hwen in ha kors dv hiuman ivents it bikumz nesesari 
far wun pipl tiu dizolv ha politikal bandz hwic! hav 
konekted hem wih anuhar and tui asium amuij ha 
poiarz dv hi arh ha separit and lkwal staSan tiu hwid 
ha laz dv natiur and dv natiur z *god entatl hem, a 
disent rispekt tiu hi opinyanz dv mankdnd rikwarz 
hat ha Sud diklcr ha kazez hwid impel hem tin ha 
separaSan. 

*wi sa tui yui hat a fa* juj me^urz id print kamli. 

(4) The signs of Script Shorthand 

/ -7 7 L - /V- 119 i ! 9 e // 

a) 

a) The 9 primary downstrokes of Script Shorthand 
are all formed from the basic right diagonal down- 
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stroke of longhand writing. This may join a pre¬ 
ceding stroke by a hook on the left, a sharp angle, or 
a loop on the right; and similarly may join a following 
stroke by a hook on the right, a sharp angle, or a loop 
on the left. Combining these possibilities gives the 
9 primary signs shown. 

Note that these are exactly the typical joinings of longhand: 
hooks, as at the top of n or m, the bottom of u or w (also 
the bottom of a b c d e etc); angles, as at the bottom of n 
or m , the top of u or w\ loops, as at the top of e or Z, the 
bottom of g or y. 


Hi/, 'rxu/r 

b) 


X(yyu. / < 


b) The genuine and basic resemblance between 
the hand writing movements of longhand and of 
Script Shorthand may be further emphasized by 
u writing ” longhand words by regular joining of the 
shorthand signs. Above, for example, the word 
minimum is “ written ” by regular joining of the 4 
shorthand signs shown at the left; the first m being 
formed by writing in shorthand the sounds b i b i p, 
etc. 


A/t asty 




^ C 


/oJlall 

/ 


c) 


c) In a few cases, such as the above, the Script 
Shorthand form for a word is actually a part of the 
longhand form for the same word, so that writing the 
longhand form and erasing most of it will leave the 
shorthand form. 
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(5) Word counting and dictation rates 

The advantages of a uniform constant basis for 
marking dictation material, so that a speed of 100 
words per minute, for example, means approximately 
the same degree of difficulty in different selections, or 
in different parts of the same selection, are too obvious 
to require discussion. To secure these advantages, 
all Script Shorthand dictation material is counted and 
marked in standard words of 1.4 syllables; that is, 
28 syllables are counted and marked as 20 standard 
words. 

The average length of English words is about 4.4 letters, 
3.7 sounds, 1.4 syllables. Even among the 3,000 commonest 
words, however, words vary from 1 sound, 1 syllable (a), to 
15 sounds, 5 syllables (misunderstanding ); while the dictionary 
gives non-technical words as long as 27 sounds, 11 syllables 
(antidisestablishmentarianism ). 

In practise, ordinary non-technical connected matter will vary 
in syllable intensity (average number of syllables per word) 
from less than 1.2 syllables to more than l.S syllables—a 
variation from nearly 15% below to nearly 25% above the 
general average of 1.4 syllables. Thruout this variation, 
however — altho English syllables vary from 1 sound («) to 
7 sounds (sprints) — the average length of syllable remains 
extraordinarily constant at about 2,6 sounds per syllabic. 

The syllable has been used abroad for many years 
as the prevailing method of marking shorthand contest 
and dictation material; and in the past few years the 
syllabic basis, stated in standard words of 1.4 syllables, 
has been increasingly used in this country. In the 
interest of uniformity, facilitating accurate compari¬ 
sons, this basis will hereafter be used in Script Short¬ 
hand publications. 

A note in the Teacher, or directly following each 
counted selection, gives the number of standard words, 
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followed in parenthesis by the number of actual words 
and their syllabic intensity. 

The number of standard words is inserted in small 
superior figures following each group of 20 standard 
words; that is, each 28 syllables. 1 In very short 
selections, and in the graded exercises of the first few 
lessons, the intermediate groups of 10 standard words 
or 14 syllables are also marked, by a /. 

This marking in 20 word groups simplifies dictation 
at the following speeds: 

1 group in 40 seconds: 30 words per minute 


it 

30 

40 

U 

a 

24 

so 

a 

a 

20 

60 

a 

a 

IS 

80 

a 

a 

12 

100 

a 

u 

10 

120 

a 

To facilitate dictation 

at the 50 word and 

100 word speeds, 


place an ink dot (which can easily be removed later) on the dial 
of the watch used, at 12 24 36 and 48 seconds. 

With the help of the table on the next page, the 
same marking may be used for dictating at the several 
additional speeds shown. 

Applying the time intervals shown in the table to matter 
marked in 10 word groups will give, of course, one-half the 
designated speed; that is, 15 20 25 30 words per minute, 
etc, instead of 30 40 50 60 words per minute, etc. 


The marking is placed following the nearest whole word. 
Where the standard word ends exactly in the middle of a word, 
the marking is placed after that word. 
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O 
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All time intervals repeat after either 1 or 2 minutes. 
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Suggested speed standards Achievement standards 
are always helpful, whether in self-instruction or class¬ 
room teaching. Accordingly such standards are given 
for all connected matter exercises in Units D and E 
of each lesson, all phrase exercises, and all theory and 
dictation tests. The reading rate for reading exer¬ 
cises is for a second or third reading; the writing rate 
for writing exercises and phrase exercises is for a second 
or third writing; the dictation rate for theory and 
dictation tests is for a first dictation, as new and 
unfamiliar matter. 

(6) Correspondence correction key 

In correspondence instruction, whether by a regular 
teacher or by a friend or fellow student, much time 
and effort may be saved by this simple code for mark¬ 
ing corrections. 

The teacher will return the exercise or letter sub¬ 
mitted by the student, with wrong forms corrected 
in red ink, or some other contrasting color (pencil on 
ink notes, or ink on pencil notes, will do if nothing 
better is available), and the appropriate letter or 
number written beside each. 

The student should look up every reference, espec¬ 
ially numbers referring to Text or Teacher , and be 
sure that he understands the reason for each correc¬ 
tion as well as the correct form. 

With advanced students it is good practise for the 
teacher sometimes to insert the appropriate letter or 
number without correcting the form, leaving the 
student to work out the correct form in the light of 
the comment. 


v 
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Correspondence correction key 

A Write by sound, not spelling 
B Wrong consonant 
C Wrong vowel 
D Insert vowel; or dot 
E Reduce vowel 
F Omit vowel; or dot 
G Sign too long, or too large 
H Sign too short, or too small 
I Wrong line of writing 
J Wrong joining 
K Use tick 
L Do not use tick 
M Use compend 
N Do not use compend 

0 Poor penmanship; relative size, form, slope 
P Use regular breve; wordsign or short form 
Q Use special breve 
R Use prefix 
S Use suffix 

T Preserve root form and/or position in deriva- 
U Phrase these words fives 

V Do not phrase these words 

W A suggestion rather than a necessary correction 
X A common beginner’s mistake 

Y One of your commonest mistakes 
7 See special personal note 

? What is this form meant to be? 

00 See section 00 in Text 
T 00 See section T 00 in Teacher 

Letters placed beside corrections refer to comments above. 
Figures refer to sections in Text or Teacher . 

Corrections encircled are particularly important. 


Lesson 1 

This first lesson introduces a large proportion of the 
basic principles of shorthand writing. It should there¬ 
fore be mastered with particular thoroness, even tho 
extra time may be required. 

The lessons of the Text are planned to be complete in 
themselves, without depending on the Introduction, but the 
student who has read the Introduction carefully will make 
more rapid and accurate progress. 

A 

T 1 Write by sound 

For: back cap dead packed packet caddie pity 

write: bak kap ded pakt paket kadi piti 

ha pay aid hate weight keep each ditch hang 

ha pa ad hat wat kip id did hag 

a) The words given above and in the Text as 
examples of writing by sound may all be written in 
shorthand in this lesson. 

(1) Reference to Teacher Introduction (3), The sounds 
of English, will be helpful at this point. 

T 2 Shorthand penmanship 

Refer back to Introduction (2) in connection with this 
section. 

a) Use for the writing movement the largest 
muscles which you can control; and strive, in general, 
to become able to control the larger muscles. 

b) The beginner is especially apt to waste time and 
effort between words if not watched and warned. 

c) The paper must be shifted often enough to 
avoid any cramping of the movement of the right 
hand. 
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d) Sit erect, squarely facing your desk, with both 
feet squarely on the floor. Rest no weight on the 
right elbow, and only enough weight on the left elbow 
to steady the body slightly. 

Hold the pen between thumb and forefinger, in the 
manner directed for any standard system of longhand 
writing with which you are familiar. Avoid cramped 
finger positions or a tight grip on the pen holder or 
a heavy touch. 

Place your notebook or paper directly in front of 
you, tipped slightly to the left (about 20°), with the 
first line about where the pen naturally rests. The 
shorter the line of writing, the less your paper need 
be tipped to the left. 

(1) If using a fountain pen, remove the cap to eliminate 

excess weight — unless the pen holder is too short to fit your 

hand without the cap. 

e) Avoid backhand writing. Students who write 
longhand with a backhand slope may be permitted to 
write Script Shorthand with the downstrokes vertical, 
but even this is much less desirable than the natural 
right diagonal slant shown in the Text . 

f) The first day is the best time to give the long- 
hand writing speed test referred to in Teacher Intro¬ 
duction (2). 

T 3 Consonant downstrokes 

a) A unit, in ordinary writing, should be about 
3 millimeters or | inch. Make your writing as small 
as you can write accurate notes fluently. 

Whatever size you adopt, take particular pains to 
keep the size of all 1 unit signs always the same: for 
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you will learn both larger and smaller signs in later 
lessons, and while the exact actual size of your notes 
is not so important, accurate relative size is very 
important. 

b) Reference to Introduction (4), The signs of 
Script Shorthand , will be helpful at this point. 

c) Note that the sound of most consonants cannot 
be pronounced alone, without some vowel sound — 
hence the Latin name con-sonant , sounding along with. 

The more emphatic, less regular, Pitmanic short¬ 
hand names — pi M wa ti di ha ka irj da — familiar to 
many teachers, may be used if preferred. The impor¬ 
tant thing is for the student to distinguish clearly 
between the sound of a sign and its name, and not to 
think that he has written tea “ phonetically ” when 
he has written t; also, to avoid the misleading long- 
hand designations of w and h, 13 and d, in this lesson, 
and g and y, h and S (th and sh) in Lesson 4. 

Altho commonly spelled with 2 letters, ng , the 
sound 13 is just as much a single simple sound as m 
or n . Similarly, the sound d, commonly spelled ch , 
is no more of a double sound than the sound commonly 
spelled j. 

T 4 How to practise 

a) This method of practise is important. Its 
success depends however on the active attention of the 
student rather than on any exact amount of practise 
that can be prescribed. With constant close active 
attention to every stroke written, half the suggested 
amount of practise would be sufficient. If executed 
mechanically, double the suggested amount is not 
enough. 










4 


Script Shorthand Teacher 


T 1A 1 Downstroke practise 

This exercise furnishes a model for practising all 
signs of the basic alphabet, as they occur in the first 
7 lessons. 

B 

T 5 Vowel strokes 1 unit long 

a) The most ixnportant characteristic of any vowel 
stroke is the relative height of the two ends — level 
for a a, just ^ unit for e a, just 1 unit for i i. This is 
much more important than the slight changes of 
length, slope, or curvature incidental to its joining to 
consonants. 

b) Vowel strokes may be referred to as level (a a), 
sloping (e a), or steep (i l). 



The normal slope of the 
principal Script Shorthand 
signs is shown by the 
diagram at the left. 


c) Some teachers prefer to name short vowels with 
a following t as a background, thus: at a et a it l. 

d) Practise, as directed in 4a: 

2 lines of a, 2 of a, 4 of a a alternately; 

2 lines of e, 2 of a, 4 of e a alternately; 

2 lines of i, 2 of i, 4 of i l alternately; 

2 lines of a e i, 2 lines of a a i, 

4 lines of a a e a i i repeated in order. 

(1) Altho the dot is usually omitted, as explained in 5e 
and below, it is important to practise the strokes for the long 
vowels with the dot, so that you will instantly associate the 
sound correctly with its exact expression when required. 
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e) Thruout the Text and Exercises the dot will 
be written over long vowels in single separate words 
only when the form would otherwise represent a 
familiar word with the corresponding short vowel. 
The dot will be written in connected matter only 
when the corresponding short vowel word would 
“ make sense ” grammatically. 

(1) Thus as a single separate word peach would be written 
with the dot to distinguish it from pitchy but in the sentence 
He picked a peach the dot would be omitted as unnecessary. 

(2) The natural pairing of the principal vowels according 
to their true phonetic relations, internationally recognized 
and accepted, and proved by 100 years' experience in Pitmanic 
shorthand, is an important factor in the remarkable ease and 
accuracy of reading Script Shorthand. 

f) Writers who are using a well chosen shorthand 
pen — fine and flexible as well as smooth and free 
flowing — may eliminate all disjoined marks from 
Script Shorthand and at the same time add to the 
grace and beauty of their writing, by a device long 
used abroad with great success: shading the following 
consonant or downstroke to indicate that the preced¬ 
ing vowel is long — 

,..7l . %. . 

f ) 

beat:bit cheap:chip heat:hit wait:wet week:wick 

(1) The colon between examples is used thruout Script 
Shorthand textbooks as a sign of comparison; e g, beat : bit 
means “ beat, compare bit ”. 

T 6 Downstroke joinings 

Be sure to write, and read back, repeatedly, every 
line of shorthand words in the Text and Teacher, 
as well as all exercises. The examples are always the 
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most important words illustrating the particular point 
involved, and are often the most frequently occurring 
words in the language. 


a) 

bat bid bead wed weighed pity debit 
(b a t) head ache 

a) The signs of Script Shorthand join together in 
the most natural way, with the same flexibility or 
unconscious modification of slight details as in 
longhand. 


j.2-r.. 


b) c) happy 

dead heat back bay pitied pay tack packed 

b) The distinction between sharp angles and 
curved joinings is very important. Never let hook 
head or foot joinings become sharp, or straight head 
or foot joinings become rounded. 


c) Disregard the slight “ overlap ” of the vowel 
stroke and the hook head or foot of a consonant; so 
that the second downstroke of tip(6c) or pitiediabowc ), 
for example, returns exactly to the line of writing. 


abq. . JdUL .. 2 ^ 


d) 

hat 


hate hit 


e) 
back 


bake beak 


d,e) The size of the foot or head loop, or where the 
upstroke crosses the downstroke , is incidental and 
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unimportant. As shown by the enlarged forms above, 
the loop tends to be normal before or after a sloping 
vowel ( hate, bake ); somewhat thicker before or after a 
level vowel {hat, back) ; somewhat longer before or 
after a steep vowel {hit, beak). 



^ h 

hat:bat 


2^-2-Z 



bake:bet wick:bit 


de) The important point to note is that the vowel 
stroke is always regarded as running from or to the 
middle of the height of any downstroke with a loop 
foot or head, regardless of the size or crossing point of 
the loop (wick, w i ck). That is, as compared with a 
hook foot or head or a straight foot or head, a loop 
foot or a loop head raises the sign following the 
vowel stroke § unit. 

(1) This applies to the 1 unit downstrokes taught in this 
lesson. For the 2 unit downstrokes taught in Lesson 4, a loop 
foot or head raises the sign following the vowel stroke 1 unit. 

...2/.2y?.^.i.. 7J... . 

f ) g) h ) . 

batch : bang cap : tap king teach pitch 

f,g) The curvature of the downstroke clearly dis¬ 
tinguishes d from 13 , k from t, etc, even tho the 
upstroke of the final foot loop or the initial head loop 
is omitted. 


h) Following a steep vowel upstroke (i or i), write 
a, loop head sign more nearly vertical in order to show 
the foot clearly. 
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T 7 Exercise key, for dictation 

back check keep take week(weak) dad teach ha 
wet dead catch head ticket bay habit hit 

a) See Teacher Introduction for important suggestions as 
to how to study and practise all reading exercises. 

b) Where such words as week(weak) or wait{weight) occur 
as separate words (not in sentences) in the reading or writing 
exercises, the teacher should accept either spelling as satis¬ 
factory. Compare Text Introduction (3), e) Words spelled 
differently, pronounced alike. 

T IB 1 Writing exercise 

For shorthand key to IB 1 see 3B1. 


c 

T 8 Line of writing 

... 

a ) 

take ache beach each debt eighty attic ha key 

a) This rule is completed, with respect to small 
signs (taught in Lessons 2 and 3), in 41. 

.^...2^.-2^ . lA 

b ) 

bid bed bad , pick chip cheek 

peck wet check 

pack, chap , hatch 

b) The relative position (especially the relative 
height) of the consonant signs preceding and following 
a vowel stroke is an important aid to reading the 
vowels accurately in fast writing. 

(1) The relative position of two signs is their position in 
relation to each other, quite independent of any line of writing; 


Lesson 1-C 


9 


Note that between similar consonant signs (similar, 
that is, with respect to the presence or absence of a 
loop head or foot — compare T 6de) the vowel i or i 
raises the second sign ^ unit higher than the vowel e 
or a; the vowel a or a places the second sign ^ unit 
lower than the vowel e or a. 

(2) Accurate maintenance of correct relative height of 
consonant signs is surprizingly helpful in reading note 
■ shattered ” by too fast writing. 

T 9 Punctuation 

. I Si#*-* 

a) c) 

’ “ ” Ted, Kit, Ed, Betty Waite 

a) Commas are usually omitted in shorthand notes. 
Write them wholly below the line, if at all. Hyphens 
also are often omitted; writing the words joined 
together (like a phrase — 12c) or separate, as most 
convenient. 

c) The main purpose of the capsign in your notes 
is to identify the following form or forms as a proper 
name. Whether to capitalize more than one word 
of a title in longhand is a matter of style or spelling, 
to be determined in transcribing. 

T 10 Exercise key, for dictation 

each bat king packed detach kick eighty weighed 
batch peach aid cheat chip dictate ditch heed 
itch pang peep pitied wit wing witch hatchet 




T 1G 1 Writing exercise 

For shorthand key to 1C 1 see 3C 1. 
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D 

T 11 Wordsigns 

a) The full value of a wordsign depends on its 
coming instantly to mind when needed. A half 
learned worjdsign, which causes hesitation, is worse 
than none. The student, therefore, must master 
these all-important forms thoroly. 

Study the wordsigns of each lesson systematically. 
The following suggestions will be helpful: 

1) Read thru the list of wordsigns in the Text 
slowly and thoughtfully, noting the exact sound or 
sounds represented by each sign. 

2) Write a line of each sign, speaking the word 
each time as you write the sign. 

3) Group the wordsigns according to similarities, 
and also for contrast and comparison, as suggested 
in b) below; and write a line of each group, repeated 
in order. Speak each word as you write it, and read 
back each line. 

4) Write several of the words in longhand across 

the top line of a page: 8 on a wide sheet, or 4 in an 

average notebook. Then write the shorthand form on 
the next line under each longhand word. Check your 
work carefully for any errors. Then cover the long- 
hand line with a sheet of paper or piece of cardboard 
and write the longhand word on the next line under 
each shorthand form. Again check your work care¬ 
fully for errors. Continue writing shorthand and 
longhand on alternate lines, covering all but the last 
line written above, till the page is full or the word- 
signs are thoroly and unhesitatingly mastered. 

Check your mastery by writing the wordsigns from 
dictation, in irregular order, and reading back. 
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(1) In order to check the reading back easily, the teacher 
may dictate the words in alphabetic order, reverse alphabetic 
order, alternate words commencing at the beginning, alter¬ 
nate words commencing at the end, etc. 

b) Wordsign groupings for practise: 

Similarities: 

Arbitrary forms: a and of the 
Final vowel omitted: be he we, do to 
Consonant and vowel omitted: can come have were 
Final consonant omitted: had in with 
Contrasts: 

can come; he have had; we were with; do in 
(1) The flatter slope of in distinguishes it from do when 
standing alone. This distinction may be made still more 
marked, if desired, by writing in on as flat a slope as 30°, for 
e or a is not used as a wordsign. 

T 12 Phrasing principles 

a) Till you become accustomed to shorthand 
phrasing, write only those phrases suggested in the 
Text , which are amply sufficient for general use. 

(1) Some students become fascinated with the possibilities 
of phrasing and overdo it, with a slight gain in ease of writing 
at the cost of a large loss in ease of reading. Others become 
afraid of phrasing, and fail to use the simple short and common 
phrases which are almost invaluable. 

b) Good phrasing helps writing by eliminating the 
unwritten stroke or pen lift between words, which 
takes even more time and effort than a simple written 
stroke; and helps reading by forming natural word 
groups more distinctive than the signs for the separate 
words. 

c) and in of with are joined usually to a following 
word, a and the are joined usually to a preceding 
word. 
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to is often joined to a following infinitive verb. 

(1) More detailed phrase groupings will be given in the 

next lesson, in T 2D 1 

d) Such extremely common phrases as of the , 
and the , to the , in the , to a, in a, to be, we have y etc, 
should be mastered as thoroly as the wordsigns 
themselves. 

T 13 Phrases 

Write, and read back, repeatedly, all of the phrases 
given in the Text . 

T ID 1 Phrase exercise 

Drill on each phrase exercise thruout the Text 
in the manner suggested in Teacher Introduction (1) 
or (2) for all shorthand exercises. 

28 phrases. 

Suggested writing rate: 6 seconds per phrase. 

T 14 Exercise key, for dictation 

1 ) Come back to the beach at two. 

2) To be happy can be a/habit. 

3) Hang the cape in back of the bed. 

4) Take a bit of 20 cake to the chickadee. 

5) Have Kit detach the ticket and/take it to 
Betty. 

6 ) Take a peep at the chap in the deep 40 ditch. 

7) The bat hid in back of the bed in the attic. 

8 ) A/cab can be at Becket to take Kate to the tea. 

9) Daddy 60 and the baby were to be at the beach 
at two. 

10) We have/a bad check to add to the debt to 
be paid. 
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11) We were with 80 the king the day of the attack. 
With the king at the head/ we attacked the weak wing. 
The attack can be of aid to 100 the king. Pitt had to 
be back at the abbey the day of/ the attack. He had 
to wait a day to chat with the king. 120 The king had 
to come to the abbey at eight. 

128 standard words (162 - 1.10) 

Suggested writing rate: 20 wpm = 6m 24s 

Suggested reading rate: 60 wpm = 2m 8s 

a) In the dictation material of the first 6 lessons, groups of 
10 standard words are marked by a /, in addition to the regular 
numbered marking of each 20 standard words. 

b) The counting and marking of Script Shorthand dicta¬ 
tion material does not include the reference numbers of the 
sentences, which are usually not dictated. 


T ID 2 Writing exercise 

113 standard words (143 - 1.10) 

Suggested writing rate: 20 wpm = 5m 39s 
For shorthand key to ID 2 see 3D 1. 

T IE 1 Reading exercise 

228 standard words (300 - 1.06) 

Suggested writing rate: 20 wpm = 11m 24s 
Suggested reading rate: 60 wpm = 3m 48s 
For print key to IE 1 , for dictation, see Script Shorthand 
Exercises , Part 2. 

T IE 2 Writing exercise 

123 standard words (154 - 1.12) 

Suggested writing rate: 20 wpm = 6m 9s 
For shorthand key to IE 2 see 3E 1. 
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T 

Lesson 1 theory test 

bed come happy to have add 

with heat pay baby Kate 

detach in a eight catch he 

Ed kick pitied were wait 

checked hang of week headache 

25 items (words, wordsigns, or phrases) 

Suggested dictation rate: 6 seconds each = 2m 30s 

KEY 

. e --..V- 

.-- 2 ^,.... Gg. . 

..JrLp ......— ./\ .__ Q> .. 

.. .. 2<Oi.. . 2. . 2X . 

. *hf.. ...if 
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Lesson 1 dictation test 

1) The cab can be back at two. 

2) Dad can pay Dick Wade to do/ it. 

3) Dick and Betty were wed in the abbey. 

4) Ted had too 20 weak a back to kick. 

5) The cat can catch and eat the chickadee./ 

6) Attach the tape to the tip of the key. 

7) Can Ed teach 40 Pete to debate in a week? 

8) Heed the ditch at the back of/ each tee. 

9) Can he be back at Becket in a week? 

10) Dad can 60 pay the check to Ed and add it to 
the debt. 

11) Pat had to/ take the bait to the beach and be 
back at eight. 

12) Do come to 80 tea and have a chat with Betty. 
We have tea each day at/ eight. Eddie can come to 
the tea in a cab with Kit. Have 100 a bit of cake and a 
peach at the tea. 

107 standard words (141 - 1.06) 

Suggested dictation rate: 15 wpm = 7m 8s 
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KEY 

1 ' Cf Cj 7-t t • 

2 "/L, C 'L' 'P* (j A . 

3 V v "Tiy P US' ~y■ 

4 "Cy /- L /* \ T-e CO*. 

5 , C Q v yC / . 

6 ~Lj , l^i l, IA 7 <y ■ 

1 c ~ in l ? 

2 / , "T, 2-e - J u . 

9 ^ 2^ 7 "2^ /y ? 

10 L-j C ^ i ^ K ~7 ^ * 

11 ^ 2 ^ 4 ^ ^ 2 ^ 7 

12 / t L (S ^ P \ P^ / "2^/ ■ ? ^ ^ 


^ ^ -t • V ^ ^ 4 C) / "a. 

P\'H.OCs\TJl t U. 


Lesson 2 

This lesson presents the circles, which are used for 
4 of the most important consonants; sounds which 
often occur in combination with other consonant 
sounds. It also presents the neutral vowel — a 
valuable distinctive feature of Script Shorthand — 
and deals with the very important question of how 
fully to express vowel sounds in ordinary writing. 

Remember to write, and read back, every line of short¬ 
hand examples, several times. 


A 

T 15 Circles 

—icft—— *2)....^ 



a) The terms left motion and right motion will be 
constantly useful in describing the writing and joining 
of curved signs. 

(l-3) Left motion is sometimes referred to as under motion, 
right motion as over motion; because the pen travels in the 
natural left to right direction under a left motion circle, and 
over a right motion circle. 

The more or less self-explanatory terms, like motion 
and unlike motion , are also useful in describing the 
joining of curved signs: 
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Like motion joinings are joinings between curves 
written with the same motion; either left motion or 
right motion. 

Unlike motion joinings are joinings between curves 
written with opposite motion; either left motion 
joined to right motion, or right motion joined to left 
motion. 


Fixing the forms for the key words rail name rain 
lame clearly in mind will help many students to learn 
the circles accurately from the beginning. 


b) Practise, as directed in 4a s 
1 line of r, 1 line of 1 , 2 lines of r 1 alternately; 

1 line of n, 1 line of m, 2 lines of n m alternately; 

4 lines of r 1 n m repeated in order. 

Some practise on the 4 key words will also be helpful. 


c) right 

(lay ail aim may) 



d) wrong e) wrong 


c) Begin or end a circle at about a 45° angle to 
the vowel stroke which it joins, as in the enlarged 
right forms marked c) above. The wrong forms marked 
d) involve waste motion; the wrong forms marked e) are 
needlessly stiff and awkward. 

f) If your writing shows any tendency to confuse 
the small and large circles* write the small circles 
still smaller — a mere hollow dot is enough. Do not 
write the large circles larger than \ unit in diameter. 

(1) Except for the size of the small circles, r and n, Script 
Shorthand takes no account of any dimension smaller than 
| unit. 
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T 16 Circle joinings to vowels 

.JL . 92 ../- 

a) 

lay carry ear, map women merry lamb near 

chain, 


b) The sound of e 
^ (named er, like the word 

r™".■ ■ . air ) varies between a as 

'chair dare hair wear !" 0 aain he, .\ and *“ 

m bwiL To write u with 

the dot is quite unneces¬ 
sary, while to write a would occasionally require a 
dot to distinguish such words as bar car far etc from 
bear care fair etc. 










. 

c) 

ate rate late net met; Al am, ail aim, bill beam 

c) Note that, because the bottom of r or 1, the top 
of n or m, rests on the line of writing, the pen is 
placed on the paper at practically the same point 
to begin a vowel stroke or to begin any circle followed 
by that vowel stroke — thus avoiding hesitation. 


T 17 Exercise key, for dictation 

am been car dear here (hear) man many may 

meet (meat) read (1) ready ten women anyway appear carry 

ma mean met reach till mad pen wear 
aim detail lead(l) mere readily bell dare ear 

T 2A 1 Writing exercise 

For shorthand key to 2A 1 see 4A 1 . 
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B 

T 18 Circle joinings to consonants 

Do not think of this section as a series of verbal 
rules, to be memorized and applied, but rather as 
groups of shorthand examples showing and describing 
the most natural way (in most cases, the only way) of 
joining these signs. 

Remember to write r and n very small, rather than 
to write 1 and m larger than | unit. 

..2 

a) b) ab) 

pretty cream campaign , camp 

claim lately , ‘ happen :carp:cap 

railway , 

a,b) Ordinarily r or n shows the circle inside the 
hook, while 1 or m fills the hook. 

The presence of a circle inside or outside the hook 
does not change the general rule of 6c {camp: carp: cap) 

1 or n (less often, m or r) sometimes forms a syllable 
with no vowel. Thus battle{ 18a), ample written 
taken{ 18b), and happen {T 18b, above), are pronounced 
batl ampl ritn takn hapn. This pronunciation is 
known as syllabic 1 or syllabic n. 

.. <3^o. . sLj. ... 

c) 

dream, brain:rain blame dread , middle rapidly 

(1) Note that the sound of rain is written exactly the same 
in brain as in rain; first writing the b and then going on to 
write rain just as tho the b were not there. Similarly b+lame, 
d+read, etc. 
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(2) There is no objection (unless your pen is very coarse 
or flows too freely) to writing a circle across the preceding 
upstroke {middle rapidly ), as will sometimes happen after a 
steep vowel stroke (i or i). 

qvdtq yudai 

.. J#- .^.. 23L.-..2<&. 

d) went break 

plant planned dreamed apparent , 

end maintain 

c,d) These rules write r or 1 after a straight foot 
sign on the left of the preceding downstroke , with left 
motion ; n or m before a straight head sign on the 
right of the following downstroke , with right motion . 
These verbal descriptions may help some students. 

(1) Note (by looking at the enlarged forms of 18c & d, 
and the 2 shorthand words went and break at the end of the 
line just above, with the page turned upside down) that the 
principle of joining r and 1 after a straight foot is exactly the 
same as for joining n and m before a straight head. These 
joinings, when fully mastered by practise, are even faster 
than the circle-in-hook joinings of 18a & b. 

T 19 Connecting stroke joinings 

. ^ ..( 

a) b) c) 

tardy madman harm manly park 
abdicate merely wrench 

a,b) Such joinings are relatively infrequent. 

b) Emphasize the note: r joined directly before t 
would resemble k; n joined directly after b would 
resemble w; etc. 
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T 20 Consonant omission: final t d 


a) b) 

built : bill , car/ card belt ebbed , heartily 

•billed mailed attached 


a) The presence of the connecting tick indicates 
clearly the omitted straight head downstroke, which 
would require such a tick joining (see 19) if written. 

The tick is sloped upward before omitted t pri¬ 
marily to distinguish rt and It from rd and Id. 

(1) The presence of a foot loop on a final d stroke 
(attached) is in itself an indication that the d sound is not 
final (compare 6f). 


T 21 Exercise key, for dictation 

bring end went attached -claim held plan train 
apparently aunt dark lately merely plain plenty prepared 
wind blame campaign dandy dream named planned pray 
prepaid rent appeared cleaned killed prayer rapidly treat 

T 2B 1 Writing exercise 

For shorthand key to 2B 1 see 4B 1 


c 

T 22 Small vowel stroke: v a 

a) This is the only small vowel stroke, less than 
1 unit long. 

b) Compare use of 1 sign for e and e, 16b. 

(1) As an accented vowel, the sound of a occurs only 
before r; while the sound of u very seldom occurs before r. 

(2) As an unaccented vowel, the sound of a occurs in 
very many words, and may be written in place of other 
unaccented vowels in many more. Such substitution of the 
neutral vowel a is known as vowel reduction; more fully 
explained in 23e & T 23e, and later. 


Lesson 2-C 


23 


c) Practise, as directed in 4a: 

1 line of this stroke speaking the sound of v ; 

1 line of this stroke speaking the sound of a; 

2 lines of this stroke speaking the sounds u a alternately. 


. 

d) e) 

run money hurry , dirty learn rub 

truck term current unpaid 


d) Additional examples 

e) This stroke being a small sign (less than 1 unit 
high) is not counted as an upstroke in determining 
the position of a word with respect to the line of 
writing (compare 8a). 


f) In some parts of the 
o 9 United States there is a 

ZZ. .... marked tendency to sup- 

f) press the consonant sound 

latter near care car army of r following a vowel; with 

or without pronouncing the 
neutral vowel a in its place. 
This dropping of r, altho an accepted feature of 
Southern British pronunciation, is not at present 
preferred by the leading American dictionaries. For 
the sake of uniformity, and legibility , write the r in 
all such cases. 


(1) If your own pronunciation tends to mislead you, let 
the spelling, in this one case, be your guide. That is, write 
such words as the following as tho pronounced 


latar nir ker kar armi; also farhar : fahar, etc 
even tho you yourself may pronounce them 

lata nla kca ka ami faha faha 
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T 23 Vowel expression 

Good judgment in knowing when to write or to 
reduce or to omit a vowel is a very valuable part of 
your shorthand writing ability. 

This important section may be summarized as: 

Write initial and final vowels always . 

Write the principal accented vowel of a word usually . 

Omit unaccented medial vowels, or reduce them to 
a, with considerable freedom. 

The terms initial medial final and semi-final are 
convenient for teaching purposes. They are used as 
follows: 

Initial for the first sound or sign of a word. 

Final for the last sound or sign of a word. 

Medial for any sound or sign between the first and 
last. 

Semi-final for a sound or sign which is final except 
for a common suffix following. 

a) b) c) 

anyway weekly attorney drama banana 

amend : apron papa 

a) Certainty that an initial (or final) vowel has not 
been omitted makes the reading of an occasional 
obscure form much easier. 

b) Unaccented initial a is sometimes pronounced a, 
sometimes a. This rule avoids hesitation. 

(1) Accented initial a is of course written just as it hap¬ 
pens to be pronounced {apron). 

c) Final a is sometimes pronounced a, sometimes a. 
The rule avoids hesitation. 
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e) 0 g) 

liberty became editor error 

medical \beware/rendered liberal :hammer 

d) The one vowel of a monosyllable is, of course, 
the accented vowel. 

e) Reducing a vowel means, from the writing 
standpoint, reducing the vowel sign to the small sign a; 
from the reading standpoint, reducing the vowel sound 
to the neutral vowel sound a. 

Forms which place successive consonants on the 
same level are a trifle more facile, and the reduced 
vowel is just as legible in such occurrences. 

(1) Note here the suffix -icle (-ical) and the prefixes be- 

and de-. Other examples of such alternative vowel reduction, 

dependent on the following sign, will be given later. 

e,f) The longer a word is, the less important are 
medial vowels for a distinctive, self-reading word form. 

g) The forms suggested are more facile because 
the pen travels a shorter distance around the circum¬ 
ference of the first circle. 

T 24 Exercise key, for dictation 

heard money run anyone error learn teacher turned 
wonder color hurt liberty papa term attorney became 
current liberal lucky mud pattern await chicken cup 
literary unpaid brick burn cattle cheaper dull harm 

T 2C 1 Writing exercise 

For shorthand key to 2C 1 see 4C !• 
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D 

T 25 Wordsigns 

a) Follow the method of study explained in detail 

in T 11 a. 

b) Wordsign groupings for practise: 

Initial sounds: about but month please 
Final sounds: are up will 

a forms: let letter not right (write) 

Reduced vowel stroke: on or our(hour) 

Other: no (know) time 

(1) Excepting the wordsign for time (which may be 
thought of as am), all circles preceded by ticks represent words 
beginning with a vowel; all circles followed by ticks repre¬ 
sent words beginning with a consonant. 

(2) Wordsigns are by their very nature irregular; that is, 
they are high frequency words so important that they are 
written by specifically memorized departures from general rules. 

T 26 Phrasing 

a, e,f) n or m before a or and , or r or 1 after a or 
and , is joined just as it would be before or after the 
right diagonal downstroke d. r or 1 before a or and , 
or n or m after a or and , however, is joined directly as 
shown. 

(1) Note that because of the distinctive left diagonal 
slope of a and and, the comments of 19bl and T 19b do not 
apply. 

b, c) Regarding omitted foot loops in phrasing, see 

13a2. 

e) In general, a is joined, where grammatically 
appropriate, after any hook foot sign, or circle, or 
steep or sloping vowel stroke. 

j,k,l) A few common words are written more 
briefly in phrases than when standing alone, but only 
in cases where the resulting phrase forms will be 
unmistakable. 
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k) The joinings of may not have , have not had , etc, 
are in accord with 18d. 

l) As to whether to transcribe such a form as a 
compound word or a phrase, compare T 9a regarding 
omission of hyphens, and T 9c regarding the capsign. 

(1) See also 38i regarding can not : cannot ; can’t 

T 2D 1 Phrase exercise 

This exercise illustrates the principal classes or 
groups of shorthand phrases, as follows: 

a) the or a joined to a preceding short and com¬ 
mon word. 

b) Particles (prepositions, conjunctions, etc) joined 
to a following word. 

c) to joined to a following infinitive verb. 

In general, do not join to before a verb beginning with a 
vowel or with the consonant r. 

d) Pronoun joined to verb. 

e) Auxiliary verb joined to main verb. 

f) not joined to a preceding word. 

g) Other 2 word phrases; especially adjective 
joined to noun, and verb joined to object. 

h & i) 3 & 4 word phrases formed by combining 
the preceding classes. 

(1) Within the limitations cleatly set forth in 12, it should 
be obvious that in learning to write we have and have not you 
have learned to write we have not ; in learning it will and will 
not he you have a basis for it will not be; etc. 

(2) Very few phrases — except negative phrases, which 
may contain one more — should consist of more than 2 or 3 
words. 

In general, signs are joined in phrases just as in 
words. 

98 phrases. 

Suggested writing rate: 6 seconds per phrase. 
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T 27 Exercise key, for dictation 

1) The attorney will attend to the patent. 

2) The clerk made/ an error on the bill to Albert 
Hunter. 

3) A railway 20 track will be laid to the plant in 
May. 

4) Many of the men/ went to the picnic at the 
lake. 

5) The leader of the band 40 will be here in ample 
time to play. 

6) We will have to hurry / to be back at the club 
on time. 

7) Park the car near the 60 birch tree and we will 
be near the band. 

8) We have not had a/ letter lately about the plan 
to deal with the lack of 80 labor. 

9) To have dinner ready at one we need help in/ 
the kitchen. Let Harry bring in the milk and cream, 
and have 100 Kate bake a rich cake — one with a cup 
of cream in it. Bill/ can bring the meat, and Helen 
will prepare the chicken. The 120 chicken will need 
plenty of time to be tender and well/ done, but the 
meat will be ready in about an hour. Dinner 140 will 
end at two, and later we will clean the kitchen/ up well. 

151 standard words (180-1.18) 

Suggested writing rate: 20 wpm = 7m 33s 
Suggested reading rate: 60 wpm = 2m 31s 

T 2D 2 Writing exercise 

157 standard words (188 - 1.17) 

Suggested writing rate: 20 wpm = 7m 51s 
For shorthand key to 2D 2, see 4D 1. 


Lesson 2-D 


29 


T 2E 1 Reading exercise 

314 standard words (358 - 1.23) 

Suggested writing rate: 20 wpm = 15m 42s 
Suggested reading rate: 60 wpm = 5m 14s 
For print key to 2E 1, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 2E 2 Writing exercise 

145 standard words (175 - 1.16) 

Suggested writing rate: 20 wpm = 7m 15s 
For shorthand key to 2E 2 see 4E 1. 

T 

Lesson 2 theory test 

lame no (know) hurt it will not tardy 
or a deeply will preacher banged 
brick a letter among the ' happened time 
touched he can help but critical 
merely aware our (hour) mental we have not been 
25 items. 

Suggested dictation rate: 6 seconds each = 2m 30s 

KEY 

..Cfc-nQ. 

.A ... .o. . Z^.. . 2 ^. 

.V..... 

.M. . 4 .. Z . &L& . 

... ** .^. 
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Lesson 2 dictation test 

1) Not one of our men appeared to be hurt. 

2) Bill the empty / carton to the dealer at Camden. 

3) Barbara Miller 20 had a pearl ring and a pin to 
match. 

4) A military/ drill will be held in the park each 
month. 

5) The cattle have been 40 trained to come to the 
barn each day. 

6) The railway track can be/ laid at the rear of the 
park. 

7) Her aunt will be the leader 60 of the literary 
hour to be held weekly. 

8) The air/ at the cabin up on the hill will help 
to build her up. 80 

9) The track meet will apparently have to be held 
here about/ the middle of the month. The editor 
will write an 100 article about it. We will plan to have 
a picnic/ in the park on the day ol the meet. The 
picnic will be 180 held at the camp near the lake. 
Each one will bring a lunch and/ we will have plenty 
of milk at the camp. We will plan to 140 eat in ample 
time to be at the track meet at two. 

149 standard words (176 - 1.18). 

Suggested dictation rate: 15 wpm = 9m 56s. 
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KEY 

1 / r l , ^ ns Lj S'. 

£ * h ^ 7 • 

3 ’' L ^_ f ^ ^ V \ V* . 

4 \ J? °? J 6 . 

5 / tj ^ £ 2-og L ^ . 

® Cj erf ~lf T Irf . 

7 y ~l °1 , , <y^/ ^ ^. 

9 / O ^ 

6 ■ ' ° o' —o ~~H. . 2 d lj \ 


~ t Z' osC . o 3^ \ o*P 

■ 2> S-, L -A 
Lj 1 1 L . 


* ? 


yO 





Lesson 3 

This lesson deals chiefly with the sounds of s and z, 
which are particularly important because of the 
number of other consonant sounds with which they 
combine. It also introduces several of the most 
important compends, or single signs for 2 or more 
sounds. 

Remember to write, and read back, every line of shorthand 
examples, several times. 


A 

T 28 Consonants: s z 

Distinction between s and z, largely ignored in 
most shorthand systems, not only differentiates many 
pairs of short and common words, instead of depending 
on context, but also helps in forming shorter and more 
definite abbreviations in advanced writing. 

a) Reversed s is used chiefly to give like motion 
joinings before hook head signs (31e) and diphthongs 

(75b). 

b) Reversed z is used chiefly to give like motion 
joinings following r or 1 (34a) and diphthongs (75c). 

c) Practise, as directed in 4a: 

2 lines of normal s, 2 lines of normal z, 

4 lines of normal s and z alternately; 

1 line of reversed s, 1 line of reversed z, 

2 lines of reversed s and z alternately. 

d) In determining the line of writing (see 8; 
also 41), s, only 5 unit high, is regarded as a small sign, 
like the circles and u,a; z, 1 unit high, is regarded as 
a downstroke. 
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T 29 s z joinings to vowels 

.. 

a) place 

sad courtesy zealous lazy raise press : praise 

a) That is, always write the normal forms of s and 
z initially before a vowel, medially between vowels, 
and finally after a vowel. 

Before and after vowels, s is clearly distinguished 
from z by the direction of curvature: left motion s, 
right motion z. 

Before and after consonants, s is clearly distinguished 
from z by the difference in length: ^ unit s, l'unit z. 

T 30 Exercise key, for dictation 

case days his place said see send such 
us dress says seemed sell similar easily raise 
settled sit sonfsun) center cities hesitate plus sad 
silk simple submit trees base lazy medicine plays 
seldom tennis campus niece praise seed sudden decent 

(a) See T 7b regarding words spelled differently, pro¬ 
nounced alike. The Text and Exercises (and Teacher) call 
attention only to those words which are both among the 
3,000 commonest. 

T 3A 1 Writing exercise 

Regarding sum (3A 1) and some (37a) see T 83d. 

For shorthand key to 3 A 1 see 5A 1 . 
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T 3B 1 Review reading 

For print key to 3B 1 see IB 1 . 


T 31 s z joinings to downstrokes 

This section, and 34, should be regarded, like 18, 
as groups of shorthand examples which show and 
describe the most natural way of joining these signs, 
rather than as a series of verbal rules to be memorized 
and applied. 


a) b) 

lapse plates weeks clubs classes breezes branches 

brings 

b) See also T 44a. 


. i6» 'X, 


f) 


c) d) e) swim , 

accent absurd spread . amazed 

task scheme display 


e) Write initial s before a hook head sign, very 
similar in form to the hook head itself. 

(1) The note under 31 d applies equally, of course, here, 
and elsewhere (spread swim), 

(2) Where s occurs between a vowel and a consonant, 
the consonant usually determines the motion with which to 
write the sign (display). 

g) Practically all questions regarding the joining 
of s or z may be answered by noting that left motion 
s or z is, in effect, a straight head and hook foot sign, 
like shorthand t; and that right motion s or z is, 
in effect, a hook head and straight foot sign, like 
shorthand b. 
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T 32 Compends: st str 

b) Note, for distinction from San and ks, taught 
in 35, that the curvature of st and str is the same as 
that of a somewhat flattened print s . 

c) Practise, as directed in 4a: 

1 line of st, 1 line of str, 2 lines of st str alternately. 



d) The only exception to this use of the compends 
is when the successive consonants represented occur 
in separate parts of a compound word, as in Christmas- 
tide mousetrap etc; as more fully explained in T 67f. 

e) Do not write the str compend when a vowel 
sound, however slight, occurs between the s and the t 
{Easter: sitter). 

g) That is, (except for 1 following st) st or str 
joins other signs just as shorthand d does. 

T 33 Exercise key, for dictation 

last least stay weeks spend spring study 
cards cases classes estimate missed spirit western 
based hearts latest meets reaches semester sets 
spare steel test accident brings custom dressed 
heads plants risk sisters spell stick sweater 
branches clubs depends discussed display ends haste 

T 3B 2 Writing exercise 

For shorthand key to 3B 2 see 5B 1. 
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T 3C 1 Review reading 

For print key to 3C 1 see 1C 1. 


T 34 s z joinings to circles 

a) b) 

purse pulse apples burst , mercy 

cars mills timbers, persuade 

a) Compare 31a. 

(1) Where s occurs between two consonants of unlike 
motion, the consonant in the same syllable determines the 
motion with which to write the s sign (per-suade). Compare 

T 31e2. 

c) 

hence dancers , appearance runs happens 

danced , :absence claims 

c) This is the only exception to the general rule of 

31a. 

(1) Write the past tense of a root word ending in ns 
(dance, 34c) by substituting st for the s (danced). Note that 
the st always joins a preceding sign just as the s does (com¬ 
pare place, 30, and placed, 32d). 

(2) Note that whereas -ance and -ence both bring the end 
of the s back to the level at which the vowel stroke com¬ 
mences, the a in -ance is steep and short, while the e vowel in 
-ence is sloping and about 1 unit long (appearance: absence). 

d) Compare 31a. 
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e) 

castle razors sneeze season 

slate dazzled , handsome mechanism 

e) See T 31g. 

f) To summarize 31 and 34: 

In general, write both s and z with left motion 
following left motion signs; with right motion follow¬ 
ing right motion signs, and following straight foot 
signs. 

(1) The chief exception to this short summary is the 
joining of s after n or m (34c). 

T 35 Compends: 

a) Note, for distinction from st and str, taught in 
32, the resemblance of the ks compend to part of the 
longhand letter x. 

b) Practise, as directed in 4a: 

2 lines of San, 2 lines of ks, 

4 lines of San ks alternately. 

c) 

preparation discussion stationery , mentioned 

ambition pension precision , 

c) -Hon is the commonest suffix of English having more 
than one consonant sound. It occurs oftener than once in 100 
words. 

(1) Reduction of the first vowel of decision (35c) and 
precision (T35c, above), is in accord with 23e2. 
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d) . e) 

mix mixes , access expense extremely 

taxation :axis excel 


d) Do not, in general, write the ks compend where 
the longhand spelling does not have x (access axis). 
(1) Initial x, which occurs in a few rare or technical words 
(xenon Xerxes xylophone etc) is always pronounst z, and is 
therefore, of course, written in shorthand by z. 


T 36 Exercise key, for dictation 

reason seems additional cars dozen means mentioned 
person pleasant sense terms appears cancel Christmas 
details exception extension extremely election expenses explained 
happens lessons selection sincerely cancelation dealers discussion 
example handsome mixed one's permission scarcely session 
sleepy ambition chairs dreams hills manners sentence 
a) Note apostrophe of one's (36, line 5) written just as 

in'longhand, in accord with 9c. 

T 3C 2 Writing exercise 

For shorthand key to 3C 2 see 5C 1. 

T 3C 3 & 4 Supplementary exercises 

The supplementary exercises in Unit C of Lessons 
3-7 inclusive, consist chiefly of words in the third 
thousand of the Horn list, not previously taught. 
They are therefore the first material to be omitted 
where it is desired to shorten the time devoted to 
the shorthand course. 

(1) See also Teacher Introduction (2), page xiv. 

For keys to 3C 3 & 4 see Script Shorthand Exercises, Part 2. 
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D 

T 3D 1 Review reading 

For print key to 3D 1 see ID 2. 

T 37 Wordsigns 

a) Wordsign groupings for practise: 
as is ask; has was; must most , some same; 
so state next; receive return; word work. 

(1) To distinguish clearly the similar wordsigns for must 
and most, and for some and same, note that the sign with the 
longer stroke is written for the word with the long vowel. 

(2) Take pains to write these 
forms as taught: 

^. . time wholly below the line, 

"VO & with a steep, short tick; 

a) some with the s above the line, 

time: some: aim deeply curved; 

aim wholly above the line. 

Note that each of these distinctions is merely the normal, 
regular position and form. 

(3) Regarding some (37a) and sum (3A 1), see T 83d. 

T 38 Phrasing 

g) The phrase the a is, of course, grammatically impossible 
(compare 26e). 

i) (1) Omission of the superfluous apostrophe from 
can't don't shan't won't (in your notes — not, of course, in 
transcribing) is like the omission of superfluous capsigns in 
your notes (compare 9cl and T 9c). 

(2) Regarding can not and cannot, compare may be and 
maybe , T 261. The same comment applies to some time 
(3D 2, line j) and a few other phrases. 

T 3D 2 Phrase exercise 

a) Sharpen slightly the joining of z to a following 
a —in as a, does a , has a, was a , etc. 

(1) Do not phrase is a except when the z is reversed; for 
example, it is a, line k. 

84 phrases. 

Suggested writing rate: 5 seconds per phrase. 
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T 39 Exercise key, for dictation 

1) We must not let our zeal lead us astray. 

2) Please submit an/ estimate on the work to be 
done. 

3) We must study the 20 maps and plan a summer 
trip. 

4) The dealers will ask us about / the details of the 
spring dresses. 

5) The citizens of 40 our state demand a chance to 
be heard in the discussion./ 

6 ) Winter is the time to skate on the lakes and to 
ski on 60 the hills. 

7) It will take at least two days to prepare the 
paper/ on current history to be read to the class next 80 
week. 

8 ) Next month will be a busy time. The summer 
season is nearly here and we have taken on two 
additional 100 men in preparation. In May our city 
patrons/ will demand cheap summer dresses to wear at 
the beaches. 120 We are prepared to send our dealers 
at once a display/ of the latest in dresses, sweaters, 
and skirts. The dealer 140 may keep the display to 
sell, or return it to us at the end of the month. 

153 standard words (168 - 1.28) 

Suggested writing rate: 25 wpm = 6m 7s 
Suggested reading rate: 60 wpm = 2m 33s 

T 3D 3 Writing exercise 

162 standard words (181 - 1.25) 

Suggested writing rate: 25 wpm = 6m 29s 
For shorthand key to 3D 3 see 5D 1. 
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E 

T 3E 1 Review reading 

For print key to 3E 1 see IE 2. 

T 3E 2 Reading exercise 

306 standard words (344 — 1.25) 

Suggested writing rate: 25 wpm = 12m 14s 
Suggested reading rate: 60 wpm = 5m 6s 
For print key to 3E 2, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 3E 3 Writing exercise 

151 standard words (172 - 1.23) 

Suggested writing rate: 25 wpm = 6m 2s 
For shorthand key to 3E 3 see 5E 1. 

T 

Lesson 3 theory test 

busy is steam once doesn’t 

spirits as many appearance most parcel 
was the scale work stations sees 

some wonders stretches of a expenses 
happens submit it is not rings receive 

25 items. 

Suggested dictation rate: 6 seconds each = 2m 30s. 

KEY 

-20/.^..sv/?.i£!r... 

.rz/r..->/. -hZt-Tr*. -i*,.. 


. 

...- 

. 


. 2L . 

.o . 

.. 


. 

- . 

. 

. 

.e.. 
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Lesson 3 dictation test 

1) The lease on the cabin will lapse in a month. 

2 ) The work will/ not take as many men as the 
builder estimated. 

3) It 20 must be about time to send the dresses to 
the cleaners./ 

4) We have missed the best of the winter season at 
Lake Placid. 40 

5) A piece of the lace work has been placed on dis¬ 
play as/ a specimen. 

6 ) Last summer we spent two weeks in camp in 60 
a tent pitched among some birch and maple trees near 
Lake Pleasant./ 

7) Prepare a list of the key cities in Maine and 
check 80 the ones to receive the details of the scheme 
at once. 

8) The/ ladies of the church are to assist the pastor 
with his 100 plans to aid the needy. Some work must 
be done each week of/ the winter, and in addition 
Christmas baskets will be 120 sent to some of the worst 
cases. Please bring or send baskets/ to the church. 
We need money too, and will be happy to 140 receive 
checks to assist us in such an excellent work./ 

150 standard words (171 - 1.23) 

Suggested dictation rate: 20 wpm = 7m 30s 
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KEY 

1 / o a ~L . 

2 PC at U ^ 1% . 

3 ~fo 4 6/^ . 

4 j> £ ^ 7 ~l . 

5 \ 2A 7 PC ^ ^ • 

6 a ^ ^ tyL. / /\ 

■V ^ ' c <1 ^ • 

7 IAL\ oA 7 (/ USX / s 

4 / ^ . 

8 , o L -U* 

i ^ ^ PC *7 l~ sty T 7* s / 

2^*1 ^ L ^ P*~ C ^ . 

i 2 -^ ** - ? S / L 67 

/-y 4 i -iS' PC . 









Lesson 4 

The first 3 lessons present the sounds which will 
make up over 80% of all your writing, and most of the 
basic principles. Review these first 3 lessons as much 
as necessary to be sure that you understand them 
thoroly, before going on. 

This lesson presents the 9 regular consonant down- 
strokes 2 units high, otherwise similar in form to the 
9 downstrokes 1 unit high presented in Lesson 1 ; 
together with several of the commonest affixes, and 
the derivative forms of word signs. 

Remember to write, and read back, every line of shorthand 
examples, several times. 


A 

T 4A 1 Review reading 

For print key to 4A 1 see 2A 1. 

T 40 Consonant downstrokes 2 units long 

b)^ If time permits, the teacher may well develop 
the similarity between the joinings of the long and the 
short downstrokes as suggested below. This com¬ 
parison serves at the same time as an effective review 
of the principal joining rules. 

'L l X. a X. . 

veil . bale bath:bat, laugh :lap fade:paid, wheat twit 

Compare 6 b, c, d. 
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beg : bake, badge:batch, grade shame 

judge xhurch , : thread :them 

Compare 6 e, f, g. 

(1) Write initial g deeply curved, somewhat like long- 
hand capital C {grade: thread). 

(2) Write initial 5 with the curvature chiefly at the upper 
end {shawm: them). 



three flat scarf shelf , canvass wagon , genius 

emphatic shrubs } 


Compare 18 a, b, c, d. 


strength , healthy rhythm , urgent; lived 

worthy heaven bargain wished urged 

Compare 19 a, v f c; 20 a. 

(1) Do not phrase the following $ (: wished). 


laughs baths bathes 

loves bags 



wishes wages } sphere 


Compare 31 a, b, e. 

(1) Write z with left motion following a hook foot sign 
in the same syllable {bags). 

c) The 2 sounds ('fi as in thin, and h as in then) 
commonly spelled th are not at all a combination 
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of t + h (compare le/ her and leader) but are just 
as much single simple sounds as f or v. 

Likewise the sound most commonly spelled sh (also 
spelled ss, ti , and at least 8 other ways) is not a com¬ 
bination of s + h (compare press her and pressure ) 
but is just as much a single simple sound as s. 

Unvoiced k and voiced g form a phonetic pair, as 
do unvoiced d and voiced j. 

Write g only for the “ hard g ” sound, as in get. 

The “ soft g ” sound, as in gem , is nothing but j (:jet) 

and is accordingly written by j. 

The Pitmanic shorthand names — ef zn hwa ifi M 
ya ga if j a — may be used if preferred (: T 3c) . Avoid 
the misleading longhand designations of g and y; and 
fi and h, and S (th and sh). 

d) Practise, as directed in 4a: 

1 line of f, 1 of v, 1 of hw, 2 lines of f v hw; 

1 line of fi, 1 of h, 1 of y, 2 lines of fi h y; 

1 line of g, 1 of S, 1 of j, 2 lines of g S j; 

2 lines of f fi g, 2 of v h S, 2 of hw y j ; 

4 lines of f v hw fi h y g S j. 

T 41 Line of writing 

cy...35*1^, 

a) b) 

at : sat :slat , lag : sag :slag t land asleep, arms 

unskilled 

a) The chief purpose of this rule is to avoid; any 
hesitation in beginning to write a word (: 8al) due 
to having to “ think ahead ” too far. 

Signs which are not down or up strokes are either 
small signs (r 1 n m s st u,a) or horizontal strokes 
(a a, and 4 others taught in Lessons 5 and 7). 
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b) It is possible, of course, for all the signs of 
a word to rest on the line of writing {arms). 


T 42 Exercise key, for dictation 


above 

beg 

early 

ever 

feel 

get 

half 

them 

these 

three 

wish 

years 

afraid 

agent 

cash 

effort 

fair 

farm 

fear 

feet 

filled 

free 

front 

funny 

game 

health 

land 

lovely 


page sheet third vacation worth affairs birthday 
death egg fail fast fifty firm fixed 

T 4A 2 Writing exercise 

For shorthand key to 4A 2 see 6A 1. 

B 

T 4B 1 Review reading 

For print key to 4B 1 see 2B 1. 

T 43 Prefix: re- 

a ) 

relief reimburse , resist reduction 

remark , recede replace refund , 

region 

a) Occurrences of re- before a vowel are relatively 
infrequent and usually unmistakable in form. 


(1) Where the vowel of re- is the accented vowel of the 
word, write it as pronounced {region). 

T 44 Suffixes: -es -ed -ing 



a) b) 

depths ashes eggs , fixed visited 

saves ages , registered listed 
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a) Except for the note regarding z following a hook foot 
sign, this subsection merely reviews for the 2 unit downstrokes 
what has been already taught in 31b and elsewhere in con¬ 
nection with the 1 unit downstrokes. 

b) See also, in addition to 20, 31f and 32g. 

c) 

keeping traveling playing bringing :sing 

beginning attaching feelings , seeing 

T 45 Exercise key, for dictation 

evening meeting begin planning referred saying teaching 
awaiting darling gas gets grand heavy keeping 
length marked needed playing prefer results rush 
samples shape sitting standing studying training wondering 
agency attaching bag bridge bringing chief earth 
faith farmers feels filling fresh gray heaven 

T 4B 2 Writing exercise 

For shorthand key to 4B 2 see 6B 1. 

c 

T 4C 1 Review reading 

For print key to 4C 1 see 2C 1. 

T 46 Wordsign derivatives 

a) The examples given include all derivatives of 
wordsigns already taught, occurring in the 3,000 com¬ 
monest words which make up about 90% of all writing. 
Other regular derivatives may usually be formed. 

b) These joinings of s and z following word signs are 
essentially similar to the normal joinings of the system. 

c) Retaining the position of a wordsign root in forming 
derivatives reduces hesitation in writing, and at the same 
time tends to give more distinctive forms. 
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d) Note the clear distinction between letting 
and willing . 

e) Note the clear distinction between known (46e) and 
none (4C 1, line 2). 

receipted and receipting are, of course, written (like receipts) 
as derivatives of receipt. 

T 47 Exercise key, for dictation 

leg lived loving nervous pig prevent register 
repairs retail rug speaking stamp stamps starting 
strength submitted visited wedding agents bath begun 
billing cashier cutting essential evil famous fashion 
frame gain grant grass jealous journey leading 
legal machines methods patience preparing raining relief 

T 4C 2 Writing exercise 

For shorthand key to 4C 2 see 6C 1. 

T 4C 3 & 4 Supplementary exercises 

These exercises consist of all words in the third 
thousand of the Horn list, not previously taught. 

For keys to 4C 3 & 4 see Script Shorthand Exercises , 
Part 2. 

D 

4D 1 Review reading 

For print key to 4D 1 see 2D 2. 

T 48 Wordsigns 

a) Wordsign groupings for practise: you your , 
which where what , go she shall , for from , after 
every very y that this there . 

Note irregular use of ft for h in this and there (and in the 
suffix - ther , 67c). 

b) In forming contractions, as well as in phrases 
(: 13a2), do not, in general, restore an omitted 
•foot loop. 
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T 49 Phrasing 

a) Compare it is (38c). 

These 4 are the only cases of such reversal. 

b) Compare we and he (26g). 

c) Compare 46bl. 

Do not phrase not one. 

d) This is the same rule for phrases as for word 
forms. 

e) This position improves the lineality of many 
phrases. 

f) Compare be and been in phrases (26j). 

T 4D 2 Phrase exercise 

c) for us. A frequent phrase is occasionally 
written even tho the form resembles an infrequent 
word. 

(1) Do not phrase for this (compare forth, fourth, 48b). 

(2) Do not phrase in their (in there) —- compare either , 65c. 

g) to go restores the head loop of go. See 60b. 
k) have you: compare have had , 26i. 

98 phrases. 

Suggested writing rate: 6 seconds per phrase. 

T 4D 3 Supplementary phrase exercise 

This exercise suggests additional fairly common 
phrases not included in the regular exercises for lack 
of space. 

d) The irregularity in the joining of in receipt (and we are 
in receipt , line n) is due solely to the irregular form of the 
root wordsign for receive. 

63 phrases. 

Suggested writing rate: 5 seconds per phrase. 
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T 50 Exercise key, for dictation 

1) Will you please urge every visitor to register 
when/ he attends the exhibit? 

2) From what you write in your last 20 letter we 
judge that you are having a very pleasant/ vacation. 

3) It is essential for every agent to 40 turn in his 
budget for the coming year at the end of/ this week. 

4) Our letters gave the name of every city in 60 
which we stayed on our last trip. 

5) The remainder of the week/ will be spent in 
working on the plans for next year’s classes. 80 

6 ) His sister retained the right to carry on his 
legal/ work after his death, but she later gave it up 
to go 100 on the stage. 

7) Dear Jim: Will you please take care of our 
display/ at the fair next week? You can easily take 
the samples 120 with you in your bags. Our space 
faces the main gate, where the/ spectators and guests 
will see it as they come in. If you will 140 place the 
samples so that the labels can be read easily, / they will 
make a very pleasing display. Yours, Fred 

159 standard words (177 - 1.26) 

Suggested writing rate: 25 wpm = 6m 24s 
Suggested reading rate: 80 wpm = lm 59s 

T 4D 4 Writing exercise 

183 standard words (202 - 1.27) 

Suggested writing rate: 25 wpm = 7m 19s 
For shorthand key to 4D 4 see 6D 1. 
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E T 4E 1 Review reading 

For print key to 4E 1 see 2E 2. 


T 4E 2 Reading exercise 

330 standard words (348 - 1.33) 

Suggested writing rate: 25 wpm = 13m 7s 
Suggested reading rate: 80 wpm = 4m 6s 
For print key to 4E 2, for dictation, see Script Shorthand 
Exercises , Part 2. 


T 4E 3 Writing exercise 

167 standard words (179-1.31) 

Suggested writing rate: 25 wpm = 6m 41s 
For shorthand key to 4E 3 see 6E 1. 

T Lesson 4 theory test 

staff this what is the relieved months 
to get existing stated savings your 
having if you will which asleep pigs 
reserve willing earn from shall be 
every so that the permitted known efficiency 
25 items. 

Suggested dictation rate: 5 seconds each = 2m 5s. 


KEY 

..i. 


i 


. ^ . 




.VY 




—■<¥■ - 

... 2 .. 1 _ 2M. 


••"t.^- 

-tk .^. 

.1. ./. 
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Lesson 4 dictation test 

1) The gate receipts will go to pay the running 
expenses/ of the Arena. 

2) This severe rainy season will prevent 20 the 
farmers from harvesting their wheat. 

3) We shall go from/ here to Memphis where we 
shall meet some of our best agents. 40 

4) She will have to have much patience and 
sympathy if she/ is to succeed in kindergarten work. 

5) The main essentials 60 on which to build the 
case for the defense will be sent/ to you the last of 
this week. 

6 ) Edith Jackson writes for some 80 of our best 
known papers. Her work is varied, ranging from/ 
sketches on current affairs to religious articles. 100 She 
must please her readers, for she is well paid and the/ 
editors take every article that she writes. 

7) Our firm is 120 in urgent need of an additional 
adding machine / but the ones which we have examined 
so far have been too 140 expensive. Will you please 
send us printed details about/ your machines and what 
they sell for and what your terms are. The 160 
machine we wish need not be your latest but must 
be of/ maximum efficiency. 

175 standard words (181 - 1.35) 

Suggested dictation rate: 20 wpm = 8m 45s 
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KEY 


7 ^ L 


/ C& PC . 

/ l n °? 


i iSjp i/\ O ^2^ Zjjf-" <» 

3 J ( ly L y jL , -U,^L, 

4 / > o' ^ ^ 'T- ^ <■ 

5 " J ^p- 

Y, ^ ^ ■ 

6 '-*1 fa, *- l v „ l^. S 

PC ^ U, ^fl 

-%L, . (r l / *£, l L P^ -Ly > 

^ 7 -*u I f ^ . 

7 f Vo ^. / S ^ -y* -If <r{° l 

^; j> \y'L J L ^ l ^ *? 

^ "V L ^ l 

/ 4/^ ? ^TA/' 


Lesson 5 

This lesson presents 4 vowel sounds which should 
receive particularly careful attention; several common 
affixes; and the use of wordsigns in compounds and as 
affixes. 

Remember to write, and read back, every line of shorthand 
examples, several times. 


A 

T 5A 1 Review reading 

For print key to 5A 1 see 3A 1. 

T 51 Vowel strokes 2 units long 

a) Be careful to avoid confusion between d and 
o and the “ long o ” sound taught in 62; also between 
u and ui and the “ short u ” sound taught in 22, as 
well as the vu diphthong taught in 73. 

(1) The vowel sounds in this section often give the student 
more difficulty than others, chiefly for lack of any clear and 
definite association with the letters of the common alphabet. 
Note the 8 sounds of the letter o shown in Introduction (3) 
and the 7 sounds of the letter u in turn bury busy bwt foil 
tody daring, 

(2) The 4 vowel sounds taught in this lesson are spelled 
in a total of at least 57 different ways. Associate each sound 
with the corresponding phonetic letter and shorthand sign, and 
such difficulties will largely disappear. 

3. y £Lg. .2—.. 

block: black pork : park bull : bill food .’feed 

b) Additional examples. Compare T 40b. 
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(1) A chief secret of legible writing under all conditions 
is to maintain the relative length of the 1 tmit signs accurately 
and uniformly* If you do this, you can niake the small signs 
stilt smaller than usual, or the long signs still longer, to keep 
them distinct under pressure of fast writing, 

c) Practise, as directed in 4a: 

2 lines of d, 2 of o, 2 of o o alternately; 

2 lines of u, 2 of ua, 2 of u ut alternately; 

4 lines of d o u m repeated in order. 

(1) Take pains to speak the correct sound, as shown by 
the key words, as you write each vowel stroke. 

(2) See T 5dl, which is equally important here. 

d.e) e) 

dock: dark forest : farmer swamp, calm 

watch balmy 

d) In many parts of the United States the short 
vowel d as in dock forest and the long vowel a as in 
dark farmer are pronounced substantially alike. 

(1) In other parts of the United States, and in many parts 
of Great Britain, the vowel d is pronounced less like a and 
more like o as in ought, 

(2) The similarity of the shorthand signs for d and a 
(both being horizontal straight strokes) helps to prevent any 
confusion in ordinary writing. 

e) In general, write the 2 unit sign o where the 
spelling is o f and write the 1 unit sign a where the 
spelling is a ; but note that, in familiar English words, 
the letter a after w is never pronounced a, tho often 
pronounced d ( watch swamp). 

(1) Note also that the sound of a is nearly always fol¬ 
lowed by r (dark farmer ); the chief exceptions being the word 
father (65b) and a few words spelled with dim pronounced am 
(calm balmy). 
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T 52 Exercise key, for dictation 

along books copy gone j ob look lot 

morning offer room sorry stock took want 

war blue brought collection fall issue law 
loss often poor record strong true water 

whom woman wrong approved bottom boxes caused 
doors fault foreign gotten hospital looks -move 

T 5A 2 Writing exercises 

For shorthand key to 5A 2 see 7A 1. 


T 5B 1 Review reading 

For print key to 5B 1 see 3B 2. 


T 53 Prefixes: in- en¬ 


a) 

indicate involved 

inspection 




envy invent 

insist , enlisted , :event 


a) Note that the prefix in- is the same as the 
wordsign for in; that is, i. 

(1) Write the prefix in- or en- regardless of whether the 
prefix vowel is the accented vowel (indicate envy) or not. 

(2) The rule for raising or lowering a prefix to conform to 
the position of the following sign is chiefly intended to facili¬ 
tate writing, but also serves occasionally to distinguish word 
forms (invent : event). 


.... .^2 . 

b) c) undone 

inanimate enemy , inner :ear unpaid uneven 
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b) When the prefix in- or en- is written in full 
its position follows the general rules of 8a and 41a. 

c) Compare 41 al, which is, in effect, the same 
rule stated in other terms. 

T 54 Suffixes: -ble -ity 

Tyi. .._ r ~i^. 

a) b) 

visible humbly miserable profitable 

tremble enabled payable :table 

a) The suffix -ble may be followed by other 
regular suffixes. 

b) Words ending with the sound of b are so rare 
in English that it is quite safe to use this word¬ 
ending in such words as able or table , where it is 
in fact a part of the root rather than a suffix. 


~k2. 

c) d) e) 

vanity inability abilities 

simplicity nationalities visibility 

sincerity :visibly 

c) Do not write the suffix - ity in words of 2 
syllables (city pity pretty etc) where -ity always forms 
a part of the root, and may therefore sometimes be 
followed by other suffixes (citizens pitiable prettiest 
etc), nor in committee (64b). 
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T 55 Exercise key, for dictation 

trouble including instructions enable enter honor indicate 
instant moving nor north occasion officers promise 
proof putting response shop table terrible truth 
wants whose block bulletin cloth coffee corner 
crop daughter drawing engaged food football God 
hall increased insist intention modern moon obtained 

a) Note position of response , line 3. The prefix re- is 
here regarded as 1 sign. Compare 41al. 

T 5B 2 Writing exercise 

For shorthand key to 5B 2 see 7B 1, 


c 

T 5C 1 Review reading 

For print key to 5C 1 see 3C 2. 

T 56 Wordsign compounds and affixes 

a) Note omission of the n of the prefix in un¬ 
known (compare 53a). 

b,c) Write some as a prefix, as shown; but not as a 
suffix. Write the suffix -some by sm ( handsome , 36, 
line 5). 

c) Raise to- when written as a prefix (but not 
when written as the first word of a phrase — compare 
examples in all previous phrase exercises) to conform 
to the position of a following consonant sign (to-day). 

(1) The Text gives all examples, which can be written at 

this time, occurring in the 3,000 commonest words. 
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T 57 Vowel omission and reduction 

a) b) roommate 

baggage messages wages dishes , stateroom 

marriage flourishing , prayer-book, 

a) Compare 23f. 

b) Do not reduce the accented vowel of a compound 
word {roommate). 

T 58 Exercise key, for dictation 

college mortgage dressing-room hymn-book privilege parish 
flourishing manage courage damaged village stateroom 
offering official raw rooms shoes sugar 
walking wash author belong bottle column 
cordially entertain fraternity honestly horses includes 
involved majority neighborhood observe officer operate 

T 5C 2 Writing exercise 

For shorthand key to 5C 2 see 7C 1. 

T 5C 3 & 4 Supplementary exercises 

These exercises consist chiefly of words in the 
third thousand of the Horn list, not previously taught. 

(1) Note in 5C 3, line 3, collections , written with the exact 
vowel, correction with the first vowel reduced to a, to give 
an added, more rugged distinction between the two root 
words (for which see 107, line 1). 

For keys to 5C 3 & 4 see Script Shorthand Exercises , 
Part 2. 
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D 

T 5D 1 Review reading 

For print key‘to 5D 1 see 3D 3. 

T 59 Wordsigns 

a) Wordsign groupings for practice: 

all , could should would , good give , great glad, 
regard, first just , full, less self, number only . 

b) Wordsign derivatives of high frequency are 
sometimes written more briefly than by adding a 
complete regular affix. Note, in this section, the 
omission of the suffix 1 in gladly , the suffix vowel in 
greatest , and the prefix n in unless (compare unknown , 
T 56a). 

(1) Note also use of the wordsign for great in grateful. 

T 60 Phrases 

b) can : come and she : shall are the only word- 
signs distinguished by the absence or presence of a 
head loop, come is phrased only in to come , and she 
is joined only as the first word of a phrase, where the 
head loop is not required. 

(1) Other rules regarding head or foot loops on wordsigns 

will be found in llb3, 13a2, 26g and 49h, 

c) In Sincerely yours distort the circle slightly, as shown, 

for better joining. 

T 5D 2 Phrase exercise 

h) The joining angle is exaggerated slightly in just as 

(: 38fl). Note irregular joining in just received . 

98 phrases. 

Suggested writing rate: 4 seconds per phrase. 
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T 61 Exercise key, for dictation 

1) Please reserve a drawing-room for me on the 
first train to/ Worcester this afternoon. 

2) The instructions given you were 20 intended to 
be read thru with the officials for their/ approval 
before being issued to the staff. 

3) You should 40 be in your seats ahead of time this 
afternoon, for the/ doors will be shut just before the 
orchestra is scheduled 60 to play the first number. 

4 ) A proverb is one man’s wit and/ all men’s 
wisdom. 

5) Dear Mr Morgan: Have you examined 80 copies 
of the booklets we have gotten up for the retail/ trade? 
Their cost is small and they will almost always in¬ 
crease 100 your profits. These booklets are planned with 
great care after/ our experts have studied the articles 
involved. After 120 our artists have prepared the draw¬ 
ings we submit the proofs/ to you before going ahead 
with the printing. 

We shall 140 be glad if you will look at these samples 
critically,/ with the thought that they may mean 
greater profits for you. Shall 160 we stop in and talk 
with you the next time we are in the/ vicinity? Very 
truly yours 

176 standard words (181 - 1.36) 

Suggested writing rate: 30 wpm = Sm 52s 
Suggested reading rate: 80 wpm = 2m 12s 

T 5D 3 Writing exercise 

152 standard words (162 - 1.31) 

Suggested writing rate: 30 wpm = 5m 4s 
For shorthand key to 5D 3 see 7D 1. 

E 

T 5E 1 Review reading 

For print key to 5E 1 see 3E 3. 
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T 5E 2 Reading exercise 

309 standard words (314-1.38) 

Suggested writing rate: 30 wpm = 10m 18s 
Suggested reading rate: 80 wpm = 3m 52s 
For print key to 5E 2, for dictation, see Script Shorthand 
Exercises, Part 2. 

T 5E 3 Writing exercise 

162 standard words (169 - 1.34) 

Suggested writing rate: 30 wpm = 5m 24s 
For shorthand key to 5E 3 see 7E 1 


T 

Lesson 5 theory test 

broad ought not give agreeable before 
upon which would invention baggage pull 
enabled herewith watching some one else unless 
into moral you should not just abilities 
almost simplicity finished thru in regard to the 
25 items. 

Suggested dictation rate: 5 seconds eacli = 2m 5s 


KEY 
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64 Script Shorthand Teacher. 

Lesson 5 dictation test 

1) After the increased capacity of the modern 
plant/ we built last year has been exhausted, we must 
install 20 additional facilities in that vicinity. 

2) Almost/anywhere along that trail one may come 
upon lovely 40 specimens of mosses and ferns. 

3) Some time before the / first of the month we shall 
submit for your approval a 60 number of our fashionable 
summer pocketbooks which/ we have just received 
from abroad. 

4) He laughs best who laughs last. 

5) Dear 80 Sirs: Our shop should sell a great 
number of bags thru the winter/ and spring months. 
Just at this time there is a demand for 100 luggage that 
does not weigh as much as the ordinary/ bags. 

What have you to offer in the way of airplane 
baggage? 120 We wish to increase our stock, and have 
thought that such bags/ would be a good addition. On 
hearing what you have to 140 offer, if there is a good 
margin of profit, we will/ send for a stock at once. 
Very truly yours 

158 standard words (163 - 1.36) 

Suggested dictation rate: 25 wpm = 6m 19s 
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KEY 

1 7 ^ / A 

i— s_ ^ 7 "* iy / , 

2 — g~. _a__f / r ^ t 7, T' 

3 -so ^ l , { f ^ l V / 

4 j l z-s / /l s 

5 S , C 0 _ 2 L/ 

^ v 7j r . y; -7 1*7 l ofy 

/ hr ^ ~^ V . > 4 i 7 


H,‘?J L 
V L h* / ' 

> j I j ij 7 \ (7 . 

L ~~l 't \ C/ 




2d 


-r 


k 


} 

















Lesson 6 

This lesson teaches the long sloping vowel strokes, 
o and a, some important affixes, and 4 consonant 
signs which complete the consonant alphabet. 

Remember to write, and read back, every line of shorthand 
examples, several times. 

A 

T 6A 1 Review reading 

For print key to 6A 1 see 4A 2. 

T 62 Vowel strokes: 

a) d is the only sign more than 2 units long. 
There will therefore be no conflict with other signs 
if it is written as much as 4 units long. The size 
given in the Text is, however, amply sufficient to 
distinguish d clearly from o in practical writing. 

b) : fold 

ride : road slight smile , inside , failed : filed 

b) Beginning d below the line not only gives more 
lineal word forms but also serves to distinguish d 
from o still more clearly, especially in words of 1 or 2 
syllables. 

(1) For position of inside see 53a. 

c) To recognize the compound form of the diph¬ 
thong more clearly, pronounce ah ill (or ah eel) 
repeatedly, closer and closer together, till they blend 
into aisle. 
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(1) Note that the phonetic print letter for the diphthong 
is a compound of the phonetic print letters for the separate 
elements of the diphthong. 

d) Practise, as directed in 4a: 

2 lines of o, 2 of d } 4 of o d alternately. 



e) 

horse: hoarse : mourning warm store 

morning sort sport , 


e) The sound of o before r, as in horse morning sort 
warm etc, is for many people very similar to the 
sound of o before r, as in hoarse mourning sport store 
etc. Two notes may be helpful: 

(1) The spelling war is never pronounst with o (warm). 

(2) The spellings ore oar our are never pronounst with o 
(store above; board court etc in 63). 

If in doubt whether to write o or o before r, write o 
— to avoid hesitation. 

(3) Above, and elsewhere in the Text , the dictionary pro¬ 
nunciation of such words is followed. No confusion will result 
in ordinary connected writing, however, if you write o before r 
in all cases of such uncertainty. 


T 63 Exercise key, for dictation 


by (buy) 

close (v) fine high 

life 

mind 

nice 

old open 

price 

reply 

report 

supply 

tho try 

won’t wrote 

arrived 

board 

court decided 

entirely 

fellow 

files 

floor 

hold item 

local 

miles 

post 

road 

showing sign 

sold 

store 

style 


a) Regarding form for won't see 38il. 
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T 6A 2 Writing exercise 

a) Regarding form for don't see 3811. 
For shorthand key to 6A 2 see 9A 1. 


T 6B 1 Review reading 

For print key to 6B 1 see 4B 2. 


T 64 Prefixes: con- com- 





a) b) c) 

constant contest complaint inconsistent 

conclusion convinced combat reconcile 


a,b) Write the prefix con- or com- regardless of 
whether the prefix vowel is the accented vowel (< con¬ 
stant combat) or not ( conclusion convinced complaint ). 

(1) As regards the raising of the prefix, compare in- and 
en - (53a). 

c) Distinction between con- and com- initially is 
an important aid to ease of reading, especially before 
a vowel, but is quite unnecessary when another prefix 
precedes the con - or com-. 


. 



d) committee e) 

comedy , compass conquer 

economical discomfort , :concur 

d) A vowel sound follows the prefix in most words 
spelled conn- or comm-. 
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(1) The distinctive head loop of com - is the secret of the 
safe writing of these prefixes, unchanged, before vowels as well 
as consonants. 

(2) Note, as an aid to memory, cow- and the wordsign for 
caw without the head loop; com- and the wordsign for come 
with the head loop. 


T 65 Suffixes: -ment -ther 


a) b) c) 

moment engagements father 

settlement fundamental , mother's 

adjustment complimented southern 


b) In the compound suffix -mented the final down- 
stroke will usually cut the preceding circle ( com¬ 
plimented ). This will not, however, interfere with the 
legibility of the form — compare middle etc, T 18a,b2. 


T 66 Exercise key, for dictation 

mother adjustment committee conditions judgment settlement 
total trying wife agreement arrival below 
broken clothes concerned conversation died dry 
fellows finally force ice invited liked 
loan location mighty neither opened owing 
pie private ride sight snow spoke 

T 6B 2 Writing exercise 

For shorthand key to 6B 2 see 9B 1. 


c 


T 6C 1 Review reading 

For print key to 6C 1 see 4C 2. 
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T 67 Additional consonant signs 


r L^...C^^ . a) Compare the reversed 

a ) (left motion) and normal 

tanksxatches quail:jail (right motion) foot loops. 


b) Practise, as directed in 4a, at least 2 lines of 
each of these 4 signs. 



distinction queer tranquil rouge 

d) Swelling the head loop of 3 often involves 
writing the downstroke more nearly vertical, especially 
after a steep vowel upstroke {rouge). Compare T 6h. 

e) This ch sound is heard also in many German 
words such as ach ich dich mich etc. 

f) General rules for the use of all compends may 
now be summarized. 


. 

!) 

whistle twins steam fix rank 

queen stream fast mission 

1) Write compends always when the successive 
consonants represented occur in the same syllable. 

2) 3) 

industry sprinkle post-road mistreat 

taxi faster backwoods 
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2 ) Write compends usually when the consonants 
represented occur successively in separate syllables 
not clearly divided by the structure of the word. 

(a) See also more extended use of str, 32e (faster). 

3) Do not write compends when the consonants 
represented occur in separate parts of a compound 
word. 

T 68 Wordsign affixes 

. 

a) b) self- 

helpful needless yourself, control 

awfully helplessly :needles themselves 

a,b) Compare 56c. 

T 69 Exercise key, for dictation 

awful equipment yourself quantity themselves twice 
uncle window auto bright buying construction 
containing contrary die disposed filed good-by 


growing 

herself 

inside 

leather 

motor 

nights 

omitted 

pipe 

quickly 

riding 

showed 

slow 

stores 

support 

wide 

wired 

yellow 

aside 


T 6C 2 Writing exercise 

For shorthand key to 6C 2 see 9C 1* 

T 6C 3 & 4 Supplementary exercise 

These exercises consist chiefly of words in the third 
thousand of the Horn list, not previously taught. 

For keys to 6C 3 & 4 see Script Shorthand Exercises , Part 2. 
















72 


Script Shorthand Teacher 


T 6D 1 Review reading 

For print key to 6D 1 see 4D 3. 


T 70 Wordsigns 

a) Wordsign groupings for practise: 
account interest; did enclose matter order other; 
over; question ship , between , thing think; under 
understand until . 

( 1 ) Note irregular use of 3 for ship (: most and same , 37). 




a, b) 

inclose inclosing 

inclosed inclosure 


a,b) inclose is merely 
a variant form of enclose . 
inclose etc are therefore 
written just like enclose 
etc, except for the change 
of the initial vowel. 


b) Regarding position of matters see 46c, note. 

Note the clear distinction between nothing (70b) 
and knowing (46d). 

(1) Compare T 46d ( letting:willing ) and T 46e {known 
:none). 

Note understood written by adding the past tense 
suffix to understand . 


T 71 Phrasing 

c) may be is written in I may be as taught in 

261 (:T 26j,k,l). 

e) The rules for phrasing the may now be sum¬ 
marized : 
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S-'L, .- ^ . 

1) 2) 3) 

in the of the for the it is the 

by the heard the make the 

write the order the place the 


Write the downward — 


1) After all vowels. 

2) After all ticks. 

3) After all hook foot signs, including left motion 
s and z (:T 31g). 


. *o. .. 


4) when the 5) 

or the on the sell the the time the next 
from the claim the the other the best 


4) After all circles. 

5) In the few cases where the is the first word of a 
phrase. 

. 3 .-. 2 -.^. 

6) . 7) 8) 

about the is the which the between the 

among the state the teach the have the 


Write the upward: 

6) After straight foot signs, including right motion 

z, st and str. 

7) After an omitted foot loop. 

8) In the phrases between the and have the . 

(a) Do not join the after loop foot signs except as in 7 and 8. 


T 6D 2 Phrase exercise 

98 phrases. 

Suggested writing rate: 4 seconds per phrase. 
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T 72 Exercise key, for dictation 

1) A majority of the officials are in agreement/ 
with the conclusions of the commission. 

2) The other 20 goods on this order will be shipped to 
you the first thing next/ week. 

3) On account of the icy condition of the roads 40 
last night, all motor traffic across the bridge was 
suspended/ until early this morning. 

4) Reason is the life of 60 the law; nay, the common 
law itself is nothing else but/ reason. 

5) The greatest of faults, I should say, is to be 
conscious 80 of none. Carlyle 

6) Dear Mrs Stone: We understand that/ you 
have decided to store some of the contents of your 100 
home until your return from another city. 

May we/ remind you of our modern storage facili¬ 
ties 120 located between the bank and the railway 
station. Our plant/ is twice the size of any of the 
others in the 140 vicinity and is entirely fireproof. 

As regards prices,/ we frankly feel that either our 
monthly or yearly 160 rates are very low by com¬ 
parison with those of other/ storage plants. Sincerely 
yours 

176 standard Words (169 - 1.46) 

Suggested writing rate: 30 wpm = 5m 52s 
Suggested reading rate: 80 wpm = 2m 12s 

T 6D 3 Writing exercise 

178 standard words (172 - 1.45) 

Suggested writing rate: 30 wpm = 5m 56s 
For shorthand key to 6D 3 see 9D 1. 

E 

T 6E 1 Review reading 

For print key to 6E 1 see 4E 3. 
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T 6E 2 Reading exercise 

306 standard words (305 - 1.41) 

Suggested writing rate : 30 wpm = 10m 12s 
Suggested reading rate: 80 wpm = 3m 50s 
For print key to 6E 2, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 6E 3 Writing exercise 

161 standard words (153 - 1.47) 

Suggested writing rate: 30 wpm = 5m 22s 
For shorthand key to 6E 3 see 9E 1. 


T 

Lesson 6 theory test 

enclosed helpless please ship complain sides 
smoke your reply bother orders quantities 
by the way storage interesting successfully commencement 

banks equipment replied understand nothing else 
conclusion account yourself title I am 
25 items 

Suggested dictation rate: 5 seconds each = 2m 5s 


KEY 

. 





-A .w. 






.Ladk. 
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Lesson 6 dictation test 

1) Under the old agreement I had nothing to do 
with/ such questions. 

2 ) What payment are you prepared to make on 
account 20 at this time? 

3) The question of extending the village/ lighting 
system somewhat farther into the country will 40 be 
voted on by the local board to-night. 

4) In this matter/ of maintaining adequate facili¬ 
ties for winter 60 sports I am inclined to agree with the 
judgment of / the others who have studied the question. 

5) Why didn’t you 80 decide to drive over to the 
convention before things/ became so rushed at the 
store? 

6 ) Dear Dorothy: I think my 100 journey home on 
one of the coastwise boats last week was the/ most 
exciting ocean trip I have ever had. There was 120 
one wild night when the wind was blowing a gale 
and the ship/ rolled from side to side with a motion 
that was most 140 uncomfortable. The storm did not 
abate until the trip was/ almost over. Sincerely 
yours, Ida 

157 standard Words (156 - 1.41) 

Suggested dictation rate: 25 wpm = 6m 17s 
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KEY 

1 t ^ j 

Z ^ J7 


/ 


A 


V 

- \ j l y 

C' °? „ 7-''" 7-"* 

4 i- - ■rz-'i’ ~ft hi- l ^ 

5 y* j l^ 1 t 7 ^ 77 


C~\ TCv k* ^ f Tf ? 

6 


2*7 




£/l 7- . L 7* 

^ \ 0> > F ^ l L 

ui ^ ^. y 






Lesson 7 

This lesson teaches 3 diphthong strokes which com¬ 
plete the basic alphabet; the writing of successive 
vowels; and several more affixes. 

Remember to write, and read back, every line of shorthand 
examples, several times. 

A 

T 7A 1 Review reading 

For print key to 7A 1 see 5A 2. 

T 73 Diphthongs: m a lu 

a) Note that the phonetic print letter for each 
diphthong is a compound of the phonetic print letters 
for the separate elements of the diphthong. 

b) Note that each of the 3 diphthongs is written 
by waving the stroke that represents the principal or 
accented element of the diphthong — a fact which 
aids the legibility of poorly written forms. 

(1) You can recognize the principal or accented element of 
a diphthong—a in m, o in d, m in in — by noting which 
element is prolonged in singing a word like how joy few on a 
sustained note. 

c) Practise, as directed in 4a: 

2 lines of at, 2 of a, 2 of Lu; 

4 lines of ax a Lu repeated in order. 

T 74 Diphthong joinings 

. JLj 

a) crowd destroy utility 

hound council avoid view bureau 
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b) 

south 

sue 


pursuit 


house :house voice 
ensuing , (noun) (verb) 


Successive vowels 


snowy quiet 
Compare 19. 


with 

tuition area : aria interest 


(1) Note that by use of the jog any vowel combination 
may be expressed just as exactly , and just as simply, as any 
consonant combination. 



ground 

human 

community 

suitable 


76 Exercise key, for dictation 

few used allowed enjoy 
news using brown count houses 

presume students undoubtedly avoid bureau 

duly join refused review securing 
voice doubtless executed numerous poetry pupils 
reduce refuse useless views announcement argument 

T 7A 2 Writing exercise 

For shorthand key to 7A 2 see 10A 1. 
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T 77 Vowel omission and reduction 



a) 

medium science : signs con- ideal: idea 
lower genuine scientious 


a) Note that the Script Shorthand distinction 
between s and z (especially following a vowel, in 
accord with the simple rule of 29) automatically dis¬ 
tinguishes unmistakably a considerable number of 
words without having to write 2 successive vowels 
{science : signs above; serious : series 77a; various 79; 
glorious 7B 2; etc). 

(1) Note that while the third vowel of ideal is omitted, the 
third vowel of idea is not medial but final, and must therefore 
be written (:23a ). 



potatoes economy domestic police 

apology introduced factory society 

t>) Compare 23e. 

(1) The second o of -ology is usually unaccented, and when 
unaccented may be omitted ( apology ). Compare -age and 
-ish , 57 a. 

c) d) 

lectures gratitude execution 

century constitutes solution 

opportune revolution 
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c,d) In general, medial iu is often reduced 
(especially in final or semi-final syllables) but very 
seldom omitted; whereas medial o is often omitted 
when unaccented, but seldom reduced. 


e ) 

nature virtue 

pictures , 


statue 


e) For the sake of uni¬ 
formity, write the suffix 
-ture by tar whether you 
yourself pronounce such 
words with tlur (natiur 
piktiurz etc) or with dur 
frmrhir nikdnrz etcC 


Similarly, write vartiu statin etc, rather than 
vardu stadu etc. 


T 78 Lineality 



a) 

elimination homogeneous 
curriculum 


a) That is, in general, 
do not allow a form to cross 
the writing line next above 
or below (: 3a). 


T 79 Exercise key, for dictation 

nature realized various flowers iron lower 
pictures society allowance earlier feature ideal 
lecture possession science theater towards domestic 
highest previously century destroy faithfully funeral 
grounds industrial introduced joined liability medium 
mountain poet potatoes renewal reputation security 


T 7B 2 Writing exercise 

For shorthand key to 7B 2 see 10B 1. 
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C 

T 7C 1 Review reading 

a) In the very few cases where a suffix is the only down or 
up stroke in a word (laws, line 5), the root form may remain 
on the line. Compare 46cl. 

For print key to 7C 1 see 5C 2. 

T 80 Prefixes: pro- ad- ser- 



a) b) 

proposed production advent adhesive , 


procure prediction admire adjourned 

a) Compare 77b. 

b) Note that this prefix is used only before v m 
and h. 

(1) Note that there is no separate d sound before j. The 
d which some students are sure that they hear in such words as 
adjourned is a part of the j sound, which is often analyzed as 
being equivalent to d 3 . 



served surplus surrender circuit , 

serge surgeon circular conservation 


c) This prefix, with vowel omitted, consists of 
only 2 small signs, which conform to the position of a 
following sign in accord with the general rule of 41a. 
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T 81 Suffixes: -tive -ness -tual -ward 

a) .... b ) 

defective initiative goodness witnessed 

actively , tentatively attractiveness , 

a) Note that this rule applies where an unaccented 
medial vowel is omitted between the - tive and the 
immediately preceding consonant sign ( alternative com¬ 
paratively , 81a; initiative tentatively , above), as well 
as where a consonant sound immediately precedes the 
-tive {effective activities , 81a; defective actively , above). 

b) Express the past tense suffix t by the tick 
{witnessed ). 

b') c) d) 

weakness clearness mutual awkward 

:weakens :clearance eventually for¬ 

warded 

b') Note these clear distinctions: by the com¬ 
parative lengths of s and z {weakness -.weakens) ; and by 
the different joinings of s after n {clearness-.clearance). 

c) Compare 77c, and 77a. 

d) Additional suffixes are joined following -ward 
just as they are joined following word{ 46b) or order 
(70b). 
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T 82 Exercise key, for dictation 

forward advice advising serve forwarding active 
advanced attractive provided services advises goodness 
mutual produce protection procure proportion somehow 
patriotism victory cheerful closing comfortable commerce 
conclusion connections contents control described equally 
excited forced homesick I'll inquire justified 

T 7C 2 Writing exercise 

a) Note deforming of circle in somehow (line 3) for better joining. 
Compare Sincerely yours, T 60c. 

For shorthand key to 7C 2 see 10C 1. 

T 7C 3 & 4 Supplementary exercises 

These exercises consist wholly of words in the third 
thousand of the Horn list, not previously taught. 
These words are, in general, less frequent than those 

in 6C 3 & 4. 

For keys to 7C 3 & 4 see Script Shorthand Exercises , Part 2. 

D 

T 7D 1 Review reading 
For print key to 7D 1 see SD 3. 

T 83 Wordsigns 

a) Wordsign groupings for practise: 
change general , out; line whole , information 

opportunity particular; because business , however , 
satisfactory . 

(1) These 12 wordsigns complete the first group of 108, 
for which review drill chart is provided in the next lesson. 

c) Similarly irregular wordsign derivatives and 
compounds previously taught have been: 

knows , receipt etc (46); unknown , into etc, upper 
etc (56); gladly , greatest , grateful , unless (59); under¬ 
stood (70). 
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. iff . 

d) 

bee can hole knot seiv sum thee will wood 
(ves- sow (docu- 

sel) ment) 

d) A wordsign is used for more than one form of 
a word (to too two, 11; no know , out hour, right write, 
25), or for two words of very similar sound {for four, 
there their, 48 ), where both words are of high frequency, 
A comparatively infrequent word of ihe same sound, 
however, should not, in general, be written by a 
wordsign. 

^ S ' 2Ch....2^ .r.. . 

d') bees canned wooded 

sewing (not as ( not as (not as 

woods , above) above) above) 

.*because :can do :wood 

d') In addition to possible hesitation in reading 
either the root forms or their derivatives in such 
unfamiliar use, a derived form of an infrequent word 
will sometimes cause confusion (bees canned wooded) 
if written with the wordsign. 

T 7D 2 Phrase exercise 

Lines f-i consist of additional phrases based on Lesson 6. 

63 phrases. 

Suggested writing rate: 3 seconds per phrase. 
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T 84 Exercise key, (or dictation 

1) It is not at all satisfactory to have so many 
overdue accounts outstanding. 

2) The information 20 given in this particular 
report does not outline the whole plan satisfactorily. 

3) We have observed with 40 interest that the 
reputation of this particular business house for square 
dealing has remained unchanged 60 thruout its whole 
existence. 

4) Man is arrogant in proportion to his ignorance. 

5) No really great man ever 80 thought himself so. 

6 ) Advance information concerning the proposed 
instruction in fine arts was given out in the 100 announce¬ 
ment to the students at the Institute this morning. 
There are to be weekly lectures thruout the semester 120 
on the history of music and art, and also classes on the 
technical sides of those studies. Because 140 of the 
particular interest shown in poetry, Mr Brown will 
hold a weekly round table at which the 160 poets of 
the last century will be discussed. We look forward to 
seeing many of our students avail themselves 180 of 
these opportunities. 

186 standard words (156 - 1.62) 

Suggested writing rate: 40 wpm = 4m 39s 

Suggested reading rate: 80 wpm = 2m 20s 

T 7D 3 Writing exercise 

193 standard words (163 - 1.65) 

Suggested writing rate: 40 wpm = 4m 50s 

For shorthand key to 7D 3 see 10D 1 

E 

T 7E 1 Review reading 

For print key to 7E 1 see 5E 3 
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T 7E 2 Reading exercise 

384 standard words (320 - 1.68) 

Suggested writing rate: 40 wpm = 9m 36s 
Suggested reading rate: 80 wpm = 4m 48s 
For print key to 7E 2, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 7E 3 Writing exercise 

173 standard words (155 - 1.56) 

Suggested writing rate: 40 wpm = 4m 20s 
For shorthand key to 7E 3 see 10E 1. 


T 

Lesson 7 theory test 

servant in general satisfactory diet faithful 
crowded contribution proceeded without a however 
particularly radio in the future opposition weakness 
full information mutually various line suitable 
lectures because enjoys alternatives I enclose 
25 items 

Suggested dictation rate: 5 seconds each = 2m 5s 


KEY 

4.^ 




. iG 1 ... . Ijk 

Li. . G- . 


.ZG.. 


h . 


. 

jfc**. 


. Gc . 
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Lesson 7 dictation test 

1) Because of the new idea introduced in the 
closing/ lines, the whole atmosphere of the poem is 
changed. 

2 ) We 20 will allow you to use this information now 
in your/ own business but not to release it for general 40 
use. 

3) The whole Music Society will have an/ oppor¬ 
tunity to procure tickets in advance for the next 60 
series of concerts in the Auditorium. 

4) However/ unsatisfactory general business 80 con¬ 
ditions may be just now, we have reliable information/ 
that a change is due before long. 

5) Sow an action, 100 reap a habit. 

6 ) Without a doubt those warehouses which main¬ 
tain/ display rooms with effective show windows on 
the 120 avenue gain greatly thereby. Virtually every¬ 
one/ in the crowds passing to and fro during the 
day looks with 140 interest at one or another of the 
attractive/ lines displayed. Some particular feature 
remains in the 160 memory of each person and all 
unconsciously to/ himself a future patron is secured. 

177 standard words (150- 1.65) 

Suggested dictation rate: 30 wpm = 5m 54s 
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KEY 

i H f ^ 

y ^ <7. 2 TnSy L t ^ 

^ X l A l / ^ ■ 

3 / <P ^ -« 

(Ax, l \ ^ 

4 /q V j TO ( y^ 9 

\ ^ 

6 -» ~A. ' 

. v 7* ^ s, ^ ^ 

i, lo ^ - J 7 a, v - 

t \ ly* ^ ^ jty. 












Lesson 8 

Altho this lesson contains nothing new, it is the 
most valuable lesson in the Text for perfecting your 
knowledge of Script Shorthand . 

A 

T 85 Review summary 

As the entire subject matter of this lesson of 
organized review has already been taught in the 
course of the preceding 7 lessons, the content of the 
Teacher is chiefly additional examples, and references 
to the places in the Text where each point has been 
previously taught. 

References to the Text are, in general, understood to include 
also the corresponding sections of the Teacher . How fully 
to use these references will depend on the time available, and 
how thoro the original study has been. 

No exercises are provided for the separate units, because it 
will be more profitable to turn back to the exercises of previous 
lessons covering those particular points, and those only, which 
seem to require additional drill. 

The additional examples given in the Teacher for 
Lesson 8 may be used to good advantage for diag¬ 
nostic testing. 

For this purpose, dictate the examples given in the Teacher 
under any particular topic as a test, instead of using them for 
further drill or review; and if the class or individual knowledge 
of that topic is revealed as unsatisfactory, devote as much time 
as necessary to further study of the appropriate sections referred 
to in the Teacher under that topic. 

General references on how to study and practise: 
Introduction ( 1 ); 4. 
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T 86 Writing by sound 

L.JL . 

heavy wheat wish measure strong truth height doubt 
hevi hw it wi S me^ur stroq triu fi h at daxt 

References: Introduction (3); 1; also 16b, 22b, 
23b & c, 67; T 22f, T 51 d & e, T 62e. 

T 87 Shorthand penmanship 

References: Introduction ( 2 ); 2. 

T 88 Basic alphabet 

a) Drill on one line (8 to 12 signs) at a time, 
writing it over and over again, carefully, as directed 
in 4a, till you can write it with complete fluency, 
before going on to the next. After drilling on each 
line in this way, drill on the basic alphabet as a whole 
till you can write, and read back, each and every sign, 
fluently, without error or hesitation. 

(1) To write the complete alphabet (54 signs) in 36 seconds 

after due practise is satisfactory. To write it in 27 seconds is 

unusually good. 

References: Introduction (4); 3, 5, llb(a and of 
the); 15, 22; 28, 32, 35; 40; 51; 61, 67; 73, 74a. 

T 89 Downstroke joinings 

t 

a) b) 

path tho bite view far fair fear 

dead offer 



trifle 
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e) . d ) 

held hang dish keep choice gage church 

yield rigid 

References: 6; also T 40b. 


T 90 Circle joinings 



a) 

deal loan near try plan clamp 


borrow man railway happen 

— £LJ3r... ^^. 

b) 

blow draw shrewd lovely tenth seemed 

maintain unduly 

References: 16, 18. 


T 91 s z joinings 



c) d) e) 

saves masters snow sizes fixes 

wishes phrases fancy 


c) Regarding classification of right motion s and z 
as straight foot signs, see T 31g. 
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f) 

square banks boys, sweet teams matches 

wheels bags resume 

References: 29, 31, 34; also 32f, 35cl & dl, 44a, 
46b, 65b, 67c, 74b & c. 


B 


T 92 Connecting stroke joinings 


-J. -- 



a) b) 

midstwisdom parcel quiet area piano 
manly garden 

References: 19, 75; also 31c & f, 32f, 34b & e. 


T 93 Consonant omission: final t d 

...CL . ^ . 

a) b) 

port poured start guard hanged starting 

judged guards 

References: 20; also 44b, 46c. 


T 94 Compends 



b) c) d)_ 

quick stay honesty ankle , mistreat 

twice taxes faster 

References: T 67f; also 32, 35, 40c(hw), 67. 
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T 95 Line of writing 

a) b) c) 

either sack land , faith¬ 

wide lack slack unskilled news ful 



References: 8, 41, 78; also 40b, 62b, 73b. 


T 96 Vowel expression 





a) c) d) 

attorney motor liberal dealer age 

weekly official medical :dinner sleep 


Qj? 

2l„. 

e) £) g) h) i) j) 

messages bedroom medium fac- evolu- 
foolish prayer-book tory atti - tion 

science tude 


References: 5e, 23, 51bl, 57, 77. 


T 97 Prefixes 




c S 2 Z/ 



a) b) 

relation reimburse, retain precaution 

renew result recorded , prevent 
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c) 

indicate 


d) 


ewjoy enemy con- combi- economy 
insist cern nation discontent 

. 

e ) 0 g) h) 

ex/mf _ produce advent surplus 

existence procure admit surrender 

References: 35e, 43, 53, 64, 80. 

T 98 Suffixes 


a) 

keeps lives wishes 

reaches 




wished needed 

agreed living 



seeing 


b) c) 

addition reasonably settlement 

mentioned facilities funda- 

precision visibility mental 



southern tentative virtually helpful selves 
actively illness awkward helpless 


References: 31b, 35c, 44, 54, 65, 81; also 68. 
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C 

T 99 Wordsigns 

b) To read the entire chart (108 words) in not 
more than 1 minute, to write it in not more than 1J 
minutes, without error or hesitation, in any order, 
may be regarded as satisfactory at this stage of 
progress. To read the chart in 48 seconds or less, 
to write it in 72 seconds or less, at this stage, is 
excellent. 

1 min = 5 sec per line, or 6f sec per column. 

48 sec = 4 sec “ sec 

1 | min = i\ sec “ 10 sec 

72 sec = 6 sec “ 8 sec 

References: 11; 25; 37; 48a; 59a; 83a; also T 83d. 


T 100 Wordsign derivatives 

.... ¥■ . 


a ) . . 

hours times pleases doing justice 

months yours coming knowing 


b) 

also 


..— rfj- 

without unless another haven't 

something become nothing therefore 



References: 46, 48b; 56, 59b; 68, 70b; 83b; also 
T 83d\ 
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D 

T 101 Phrasing principles 

-... 

b ) . c) d) 

for that mil not be such a we can 

will you some time ago/we must it should 

References: 12; also 13a2, 49d, 60b; T 2D 1, 
T 71e. 

T 102 Phrasing 

"“£■. 4 . 9^ . -J- ... 

a) b) _ 

if the when the with which too late 

for a which the on time in these 

P . 9 .. J - .. 

c) d) 

to do I shall you will what is 

to have to make we have that are 

.. 2 toc-4-.. 

e) f) 

should be has been if not has not 

will have have had please write/why not 

.cadi... -p- - 

g) 

some time your account nothing else Sincerely 

next month let me the other yours 

Dear Mr 
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f 

h) i) 

some of the it.was not he will not be 

in which the this is the as it is not 

we shall be we have been 

References: 13; 26; 38; 49; 60; 71; also, in Script 
Shorthand Exercises , ID 1, 2D 1, 3D 2, 4D 2, 4D 3, 

5D 2, 6D 2, 7D 2. 

T 103 Punctuation 

Reference: 9. 


. 


.— -f -. . -,.. . 




Index to exercises 

The following sections in Lessons 1-7 in the Text 
are shorthand exercises, each with print key for 
dictation in the Teacher : 

7, 10, 14; 17, 21, 24, 27; 30, 33, 36, 39; 42, 45, 
47, 50; 52, 55, 58, 61; 63, 66, 69, 72; 76, 79, 82, 84. 

In addition, Script Shorthand Exercises provides one 
or more exercises for each unit of every lesson (except 
1A). 

T 104 Exercise 

For this reading exercise see Script ShorthandExercises, 8D 1. 

T 8D 1 Reading exercise 

167 standard words (169 - 1.38) 

Suggested writing rate: 40 wpm = 4m 11s 

Suggested reading rate: 100 wpm = lm 40s 

For print key to 8D 1 , for dictation, see Script Shorthand 

Exercises , Part 2. 
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T 8D 2 Writing exercise 

175 standard words (172 - 1.42) 

■Suggested writing rate: 40 wpm = 4m 22s 
Suggested reading rate: 100 wpm = lm 45s 

For shorthand key to 8D 2 see Script Shorthand Exercises 
Part 2. * 


T 8E 1 Wordsign exercise 

This exercise contains all of the 108 wordsigns taught in 
Lessons 1-7, and reviewed in 99 (which make up about 45% of 
all writing), and therefore merits more than the usual amount 
of drill. 

346 standard words (361 - 1.34) 

Suggested writing rate: 40 wpm = 8m 39s 

Suggested reading rate: 100 wpm = 3m 28s 

For print key to 8E 1, for dictation, see Script Shorthand 
Exercises } Part 2, 


T 8E 2 Writing exercise 

161 standard words (153 - 1,47) 

Suggested writing rate: 40 wpm = 4m 2s 
Suggested reading rate: 100 wpm = lm 36s 

For shorthand key to 8E 2 see Script Shorthand Exercises, 
Part L 


T 

Lesson 8 theory test 

voice control that among the samples 
invited to give blanks equal pleased 
have been future agreements must sweetest 
useless has it is a pardon traces 
could station felt playing there will not be 

25 items 

Suggested dictation rate: 5 seconds each = 2m 5s 
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KEY 

■ t - - —~z. .- 

-^ 2^5 .^_ 3 ^ .. 2 .. 

4 ... 1/AH . Z&L .^...... 23^2.\ 

. A ..2_j. 

-02. . .s^. . Z?.. . ZJ. . L, . 


Key to more comprehensive basic theory test published 
in separate pamphlet {Script Shorthand Tests , pages 5-6) 
appears on next page. 
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Script Shorthand Tests ( 2 ) Theory test — KEY 


ZSl.JZ?... _3.8... 



...13...?I\. 

.25.^.3.8...Z^. 

.2.6...u^_.32..A 

...2...<£/T. 

...14..^wr..... 

.2_7.../V? // 40 Z 

5 . 

...1.5..../,. 

-—-2&* „ A. .4X. _ 


.-4..HZ/ X^Jcf2h< .2.9. . iZ...7&2., 

.-5-2..17...^r..30,„.^r^ 45 

.-6-^..„... 51 ....^..**._£. 

—.19...^..32 _.4 5 . 




.. 

.~ 

. 

..12..i?....... 


-23.-^^g.. 

.„ 


































































102 


Script Shorthand Teacher 


Lesson 8 dictation test 

1 ) In the midst of the excitement of city life it is/ 
seldom that one can obtain a quiet place in which to 20 
relax. 

2) It is reasonably clear that we shall have cash/ 
available for paying all wages that are now due 40 but 
we can go no farther in making engagements for/ 
the future. 

3) They also serve who only stand and wait. 
Milton 63 

4) To be prepared for war is one of the most 
effectual/ means of preserving peace. 

5) The exposition brought 80 many men and women 
to the city on their first visit/ to this section of the 
country. It was a good thing 100 for everyone to 
meet his fellow countryman from the other/ side 
of the land, to know how he thought about every-day 120 
affairs, to hear how he spoke, often using the same/ 
words but with an accent that seemed a bit strange. 
A new 140 understanding and sympathy grew out of 
this meeting of / East and West, of North with South. 

155 standard words (162 - 1.34) 

Suggested dictation rate: 30 wpm = 5m 10s 

See also individual self-dictation test in Script Shorthand 

Tests , pages 7-10. 
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KEY 

1 ^ r _ U/ ^ ^ / 

^ ~L N ^ 0 L • 

3 ^ 6? / S.C-f ~b) l zs 

- J / ? 2 C ^ L X ^ 

4* l V>. . C-J'l/, 

\ <?''£ • 4 Lj l/L*- ~L " 

7 * ^ ZA . 


\\ A' 


L Tw 


^ t—^ 7 if • \ 

7- & ^ l 

L.. J -1 X ty/ J 

\ %. . \ /y \ 

l ^ 'z. 


^ l 


_ 
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T 9A 1 Review reading 

For print key to 9A 1 see 6A 2. 


T 105 Consonant omission: -kt -pt -ft 


.. 

a) 

select district kept attempt draft, 



marked 
distinct , 


a) This rule refers to final t following the sound of k p or 
f, and may therefore be applied following the r)k compend 
{distinct). 


b) 

selected directors acceptable, acted 

exactly adopted distinctly 

b) Note that after all words which drop final t the suffix 
spelled -ed is pronounced ed, and therefore written by d. 



T 106 Suffixes: -ion -iar, -nger -ngle 

a) millions b) finger 

companion stronger :singer, 

junior .'inferior, single '.ceiling 
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a) Where the first sound of the suffix is i rather 
than y {inferior), follow the general rule of 77a. 

b) The few cases where the g sound does not occur 
in these spellings are written in the same way, that is 
rjr {finger : singer ). 

There is no danger of misreading these forms even tho the 
circle overlaps the preceding vowel stroke; for a circle written 
after the rj ( single ) comes opposite the bottom of the down- 
stroke, whereas a circle written before the ij {ceiling) comes 
opposite the top half of the downstroke. 

.rr. a&ffjf... . raf.. ’.. . 

c) 

banker ankle relinquish, anger shingle extinguish 
baqkar aqkl rilirjkwiS aqgar Sirjgl ekstiqgwiS 

c) The general rule for all forms involving qkorqg 
is to write the k sound, using the qk or kw compend; 
to omit the g sound. 

T 107 Exercise key, for dictation 

except correct effect kept collect object 
adopted connected deducted exact neglect selected 
acceptance correctly director accepting acted opinions 
products stronger suspect acts contact hungry 

Note the first vowel of correct etc reduced, the first vowel of 
collect etc written out, for additional distinction in fast writing. 

T 9A 2 Writing exercise 

For shorthand key to 9A 2 see Script Shorthand Exercises , 
Part 2. 
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B 

T 9B 1 Review reading 

For print key to 9B 1 see 6E 2. 

T 108 Short forms — based on longhand 
breves 

The word breve is a convenient general term for 
any form of abbreviation or contraction, including 
wordsigns, short forms, and affixes. 

Short forms are, in general, much more obvious or 

self-reading than wordsigns, but the important 
examples given in the Text should be mastered, just 
like the wordsigns, by thoro reading and writing 
practise. 

a) Regarding form of etc , see 111 

Regarding form of superintendent , see 119 

b) The Text calls attention to all short form 
derivatives which occur in the 3,000 commonest words. 

T 109 Exercise key, for dictation 

1) Every member of the association voted his dis¬ 
approval of government control. 

2) Our second examination of the books showed 
a different figure due us. 

3) The topic for our next meeting will be current 
literature in the English language. 

1 4). The general manager will probably hire another 
district superintendent. 

5) The university is making a study of the 
changes in popular government in America. 

6 ) What information have you relative to the 
increase in dues, initiation fees, etc? 

T 9B 2 Writing exercise 

For shorthand key to 9B 2 see Script Shorthand Exercises. 

Part 2. 
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C 

T 9C 1 Review reading 

For print key to 9C 1 see 6C 2. 


T 110 Breve dot 

a) Note the similarity of the breve dot to the 
present longhand practise of writing a period after 
most abbreviations, including all initials. 

(1) The shorthand breve dot serves a definite purpose. 
The longhand period is very often superfluous and better 
omitted. 

(2) The examples in this section are illustrative, rather 
than specific forms to be memorized by all students. 

. x, . l .. ± ..^ i . 

b) c) d) 

phil- para- vol- sec- in- invest- in- invest- 

osophy graph ume retary voice ment voices ments 

T 111 Initials 

b) A E I O U arid C are written by their a b c 
names ^always omitting the dots with A (a) and C (si), 
Q is written by the kw compend; X by the ks com- 
pend;ail other consonant initials by the corresponding 
shorthand signs. is written by the word sign. 

c) d) 

JB Andrews John E Black A S E : A C 

G A White 
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. 

e) f) 

Henry L Cray N H B & 0 B t u 

MS N E S SB 


e) Note that the joining of initial M or N before a straight 
head sign is just like the usual joining of those signs (I8d) — 
which, except for initials, is always preceded by a vowel. 



g) Students who prefer 
to write initials in long- 
hand should write them al¬ 
ways with small (not 
g) capital) letters, and joined 

G W Wells T R Brooks together. 

T 112 Exercise key, for dictation 

1) Grace L Evans and Janet E Brown were 
familiar figures at the senior conference. 


2 ) The only paper in the chemistry examination 
which received an honor grade was that of Frank T 
Wilson. 


3) The motion made by Mrs O L Andrews was 
promptly seconded by N W Smith. 

4) The debate between G W Carson and Charles 
H Morgan will be a feature of the next meeting of the 
association. 


T 9C 2 Writing exercise 

For shorthand key to 9C 2 see Script Shorthand Exercises , 
Part 2. 
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D 

T 9D 1 Review reading 

For print key to 9D 1 see 6D 3. 

T 113 Wordsigns 

. A ...4,.Uu.. 

a) b) 

call : tell : me calls : tells : sales 

a.) Write call with the downstroke deeply curved. 
Write tell with the downstroke straight. 

(1) Note 3 ways in which tell differs from me: length of 
stroke, slope of stroke, position of circle. 

(2) date is written with a level tick for unmistakable dis¬ 
tinction from day . 

(3) sale is written with z, not s (compare note on most 
and same , T 37al). 

b) Exaggerate the distinction between calls, tells, 
and sales: the deep curvature of the downstroke 
of calls, the pronounced left diagonal slope .of the down- 
stroke of sales. 

(1) Note suggestion (sugjesdan) written with final n, not San. 

T 9D 2 Phrase exercise 

56 phrases 

Suggested writing rate: 3 seconds per phrase. 

T 114 Exercise key, for dictation 

1) How soon can you tell us more in detail regard¬ 
ing the plans of the directors? 

2 ) Most of the members who were at 20 the meet¬ 
ing had been notified in advance. 

3) When the draft copy of the proposal has been 
corrected, it will 40 be sent around among the salesmen 
for their suggestions. 

4) Our attorney, W A Martin, has suggested 60 
that we should notify you promptly regarding the 
date of the sale. 
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5) After his examination of the figures 80 on our 
books, the federal inspector acknowledged that our 
understanding as to the amount to be 100 deducted was 
correct. 

6) The college entrance examinations will be held 
at University Hall every day 120 next week, and will be 
conducted by Mr Alfred E Harris. The examination 
in English, which is the 140 second on the schedule, 
must be taken by every student who applies for 
admission. It is suggested that 1 ™ only those who 
have had at least two years of science should attempt 
the examination in physics. Students will 1 ™ be 
notified of the results of their examinations soon after 
the first of the month. 

196 standard words (176 - 1.56) 

Suggested writing rate: 40 wpm = 4m 54s 
Suggested reading rate: 100 wpm = lm 58s 

T 9D 3 Writing exercise 

185 standard words (172-1.51) 

Suggested writing rate: 40 wpm =4m 38s 
Suggested reading rate: 100 wpm = lm 51s 
tor shorthand key to 9D 3 see Script Shorthand Exercises. 

Part 2. 


E 

T 9E 1 Review reading 

For print key to 9E 1 see 6E 3. 

T 9E 2 Reading exercise 

375 standard words (345 - 1,55) 

Suggested writing rate: 40 wpm =r 9m 22s 
Suggested reading rale: 100 wpm - lm 53s 
Suggested reading rate: 100 wpm = 3m 45s 
For print key to 9E 2 see Script Shorthand Exercises, 
Part 2, 
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T 9E 3 Writing exercise 

189 standard words (174 - 1.52) 

Suggested writing rate: 40 wpm = 4m 44s 
For shorthand key to 9E 3 see Script Shorthand Exercises , 
Part 2. 


T 

Lesson 9 theory test 

instruct English amount acknowledge the miscellaneous 
examination draft for sale problems calling 
please note H W Long figures date accepted 
*N Y soon much more single probability 
suggestion opinion a b c second I hope that 

* Dictate these letters as initials, “N Y ”, rather than as 
“ New York 

25 items 

Suggested dictation rate: 4 seconds each = lm 40s 


KEY 

. 


■%- 



1 - 


. 4 . 

. UL. 


Y. ^ 

. fy-- 


..L . 
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Lesson 9 Dictation test 

1) Our new product is almost certain to be popular 
in/ this district. 

2 ) We acknowledge receipt of your note for 20 the 
amount due us under the agreement now in effect./ 

3) In this connection we suggest that you make a 
thoro 40 examination of the facts collected by R/ A 
Young. 

4) The American government is soon to make 60 a 
study of the shifting population in the rural/ districts 
of the western states. 

5) A careful examination 80 of the figures down to 
date will bring out the fact/ that the new manager 
has been highly successful in 100 increasing sales. 

6 ) Dear Mr Brown: No doubt you have noticed/ 
the marked increase in the number of Paramount cars 
on 120 the road since the new models came out. The 
enclosed booklet/ attempts to tell you some of the 
reasons why more buyers 140 every day are turning to 
1 aramount as the ideal/ solution of the car problem. 
Very seldom does a 160 new model meet with such 
widespread popular approval./ 

Call at the showroom. See the car. Ride in it. 
Drive it. We 180 know that you will be thrilled. Very 
truly yours 

188 standard words (182 - 1.44) 

Suggested dictation rate: 30 wpm = 6m 16s 
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KEY 


^ 7 / U , u. 

C. — \ 4 / ^ 

5 \ , TI^ L. £ o A !_£ 




^ O-^ S o* - 

^ ° Co ^. 

~ U< L iJ ** 

c* 


/ / ^ 

6 -tf, 2^ ; J 

^ A —’ to 

y o .LH> L „ 

i *—. 7 ^ ^ \ ^ ^ 

"V? x 6 7, C^°. S C-* 

/i. Z- / ^ l? . J 
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T 10A 1 Review reading 

For print key to 10A 1 see 7A 2. 


T 115 Initial phrases 



RFD 1 PO 2 eg ie± RSVP 5 Ph D« 

1) rural f ree delivery 4) id est {that is) 

2) post-office 5) Repondez, s'il vous plait 

3) exempli gratia (Reply, if you please ) 

(for example) 6) Doctor of Philosophy 

—.. ^ . .. 

B O AD* m p h SPCA 10 WA B C n U 

*2) Before Christ 10) Society for the Prevention of 

8) Anno Domini Cruelty to Animals 

9) miles per hour 11) Radio call letters 

12) United States 

a) Very few writers will have use for all of the 
phrases shown. Every writer will have use for some 
of them. Regard the rest as illustrations of the 
method rather than as specific breves to be memorized. 



b) This device is especially convenient when the 
notes are to be transcribed by some one else; or to 
maintain uniformity in a long document. 
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T 116 Exercise key, for dictation 

1) Please ship this order to A F Hamilton COD. 

2 ) The membership of the National Education 
Association extends thruout the whole of the United 
States. 

3) At commencement this year the degree of LL D 
will be conferred on O D Edwards. 

4) Please route all shipments for H L Wilson via 
B & O. 

5) R W Johnson has become a field agent for the 

SPCA. 

6 ) We shall place no orders outside of the United 
States without your O K. 

T 10A 2 Writing exercise 

For shorthand key to 10A 2 see Script Shorthand Exercises 
Part 2. 

B T 10B 1 Review reading 

For print key to 10B 1 see 7B 2. 

T 117 Short forms 

a) The root forms given here and elewhere in the 
Text are those most important or valuable for general 
use. 

(1) Write credit with the k deeply curved, for clear distinc¬ 
tion from trade. 

b) These short form derivatives include all forms 
occurring in the 3,000 commonest words. 

(1) congratulations is distinguished from the comparatively 
infrequent form congratulates by the z suffix of the former, 
the s suffix of the latter. 

T 118 Exercise key, for dictation 

1) Your affectionate congratulations were most 
welcome. 

2 ) Can you give me a more definite description 
of your distinguished guest? 
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3) Approximately how many children will be 
there? 

4) Do you anticipate that our books will continue 
to show a credit balance? 

5) A number of distinguished graduates are return¬ 
ing for commencement. 

6 ) I am anxious to discover his Christian name. 

7) We call your attention to the convenience of 
our new system of distribution. 

T 10B 2 Writing exercise 

For shorthand key to 10B 2 see Script Shorthand Exercises , 
Part 2. 

C T IOC 1 Review reading 

For print key to IOC 1 see 7C 2. 

T 119 Prefixes: imp- emp-, del- tele-, trans- 
super- 

... 

a) 

impressed impulse, employer emperor 

improving employing 

a) Compare 53a. 

(1) These prefixes are, in effect, in- and en- as pronounced 
before p. 

b ) . c) d) e ) 

delighted telescope transmit superb 

'.delicate transit superiority 

b) Do not use this prefix in the very few cases 
where the prefix vowel is the accented vowel. 

c) Compare tell (113a). 
e) Compare 77c & d. 
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T 120 Suffixes: -body -ingly, -graph -gram, 
-fication 

b) c) d) 

seem- lov- photo- geo- tele- radio- noti- 

ingly ingly graphic graphy graphed gram fication 

T 121 Exercise key, for dictation 

improve delayed transaction photograph applications superior 
delightful employed impress improvements delicate seemingly 
employment impressions telegrams impulse delaying qualifications 

1 ) I am delighted to receive your notification of the 
improvement in his condition. 

2) The program for increasing employment is 
exceedingly satisfactory. 

3) Everybody here is impressed with the superi¬ 
ority of the new specifications. 

T 10C 2 Writing exercise 

For shorthand key to 10C 2 see Script Shorthand Exercises , 
Part 2. 

D 

T 10D 1 Review reading 

For print key to 10D 1 see 7D 3. 

T 122 Wordsigns 

a) The forms for further and personal are dis¬ 
tinguished from from and perhaps both by the vowel 
and by the tick. 

(1) Note that they are simply written in full thru the 
accented syllable; that is, just as if you had written further 
and erased the therfi 19), or written personal and erased the 
sonal(i 34b). 
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T 10D 2 Phrase exercise 

e) Note debit shortened like credit in the phrase debit balance 

(but not when standing alone). 

77 phrases 

Suggested writing rate: 3 seconds per phrase. 

T 123 Exercise key, for dictation 

1) Perhaps the best course to follow would be to 
consider the matter as strictly personal. 

2) We anticipate 20 meeting both you and your 
friend not later than to-morrow afternoon. 

3) There were more than a thousand persons in 
the 40 audience at the concert. 

4) Please arrange your personal affairs so as to 
follow on the next boat. 

5) We find that 60 we have on hand about a hundred 
packages of the kind that you wish. 

6) We have just found your telegram, and await 80 
your letter for further particulars. 

7) Thru the kindness of our good friend Mr E H 
James we have made arrangements 100 for our staff to 
have a personally conducted tour thru the Geo¬ 
graphical Museum to-morrow 120 afternoon. Consid¬ 
ering the problems involved in handling a group of 
over a hundred persons satisfactorily 140 , we are asking 
everybody to kindly follow the course directed by 
the official guides rather 160 than to wander about on 
their own. Furthermore as this is perhaps the best 
arranged collection of exhibits 180 to be found within 
a thousand miles, the services of a trained guide are 
particularly helpful. 

199 standard words (179 - 1.56) 

Suggested writing rate: 50 wpm = 3m 59s 

Suggested reading rate: 100 wpm = lm 59s 
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T 10D 3 Writing exercise 

188 standard words (179 - 1.47) 

Suggested writing rate: 50 wpm = 3m 46s 

Suggested reading rate: 100 wpm = lm 53s 
For shorthand key to 10D 3 see Script Shorthand 
Exercises , Part 2. 

E 

T 10E 1 Review reading 

For print key to 10E 1 see 7E 3. 

T 10E 2 Reading exercise 

389 standard words (330 - 1.65) 

Suggested writing rate: 50 wpm = 7m 47s 
Suggested writing rate: 100 wpm = 3m 54s 

For print key to 10E2 see Script Shorthand Exercises , 
Part 2. 

T 10E 3 Writing exercise 

204 standard words (175 - 1.63) 

Suggested writing rate: 50 wpm = 4m 5s 
Suggested reading rate: 100 wpm = 2m 2s 
For shorthand key to 10E 3 see Script Shorthand Exercises , 
Part 2. 


T Lesson 10 theory test 

fob approximate,-ly arrange we anticipate employment 

balance on hand R F D transmission follow 
rather than telegrams congratulations kind COD 
strikingly personal call your attention WABC definitely 
thousand „ O K’d modification recovered of course it is 
25 items 

Suggested dictation rate: 4 seconds each = lm 40s 



. 

v*-.. 
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Lesson 10 dictation test 

1) Arrangements have been made to serve a 
delicious supper to the delegates, and everybody 
anticipates 20 a delightful time. 

2) We have found less than a hundred of these 
boxes on hand at this date. 

3) After graduating 40 from college both children 
plan to take a rather hard program of further study. 

4) That second-hand furniture is 60 much cheaper 
than this but of course it would have to be recovered. 

5) The article which you have submitted is a 80 
delightful description of your trip but the photographs 
are too personal and badly arranged. 

6) Please consider 100 the arrangements as tentative 
only, and handle all the details to suit your own 
convenience. 

7) We are delighted 120 with the personal attention 
given our last order. It has given us an increasingly 
good impression 140 of your firm. We shall continue to 
send further work to you, as it is seldom that we fin d 
such superior 160 workmanship combined with the strict 
following of specifications. We congratulate you on 
the kind of 180 employees you must have found, for 
they are exceedingly rare. 

190 standard words (170 = 1.56) 

Suggested dictation rate: 40 wpm = 4m 45s 
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KEY 
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T 124 Numbers in general 

a) Arabic numerals and the decimal system of 
notation are in themselves a system of shorthand, 
specialized to deal with numbers just as Script Short¬ 
hand deals with words. 


... 


\ L 

£ £ 
b) 

over a hundred 

z K 6 6 

up to a million 


ten thousand 

millions 


two hundred thousand 

a billion 

b) In general it is 

better to write the round 


numbers 20 to 90, inclusive, by figures. 

-Z’.-.L . LI. . U. .. Jf.. . L . 

b’) U 

one two three four, ten thousand million 

hundred hundred billion 
thousand 

b’) All the above (except billion) have been 
taught previously. 


..Z1...3.6.5:. . 613.2. 


c) 

91 


d) e) f) 

6:32 p m 4:15 15,000 

six per cent 10,000,000 


365 
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c) Numbers of 3 or more figures (365) are always 
sufficiently distinctive in form not to require the 
underscore. 

f) Whether to transcribe a given number by figures 
or words or both (10 ,000,000 10 million ten million) 
is a matter of editing, to be determined in transcribing. 

(1) When in doubt, prefer figures, which are 

both shorter and more legible ( 1938 : nineteen 

hundred and thirty-eight ). 

T 125 Ordinal numbers 

, . . , b) Following either 2 or 

#3 d is Quite sufficient (42d 

b) 43d rather than 42nd 43rd), 

10th 41st 42d 43d 44th in longhand as well as 

shorthand. 

T 126 Fractions 

No further comment required. 

T 127 Exercise key, for dictation 

two friends, three times, 6 weeks, 7 passengers, 
10 days; a few hundreds, over 10,000, first period, 
fourth dimension, 2 out of 3; a 12 piece orchestra, 
terms 30 days net, 4^%. 

6 of us will arrive on the 8:10 train this evening. 

5 members of the committee have met twice a week 
for the past 3 months. 

There will be at least 3 opportunities to speak within 
the next 6 weeks. 

T 11A 1 Writing exercise 

For shorthand key to 11A 1 see Script Shorthand Exercises , 

Part 2. 
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B 

T 128 Short forms — written thru accented 
syllable 

b) Pay attention to which breves permit more 
than one meaning for the shorthand root form, and 
which do not; as these distinctions are based on long 
practical experience. 

(1) Thus, altlio possibly (in this section) and affectionately 
and approximately (in 117) are written like possible and affec¬ 
tionate and approximate respectively, originally positively 
regularly and sufficiently (in this section) and definitely (in 117) 
are distinguished from the corresponding root forms. 

(2) Note practical etc written as derivatives of practise. 

(3) Note omission of the 1 of the suffix in sufficiently. 

T 129 Exercise key, for dictation 

1) We shall publish the magazine separately with¬ 
out reference to the original plan. 

2) We have not a sufficient knowledge of the 
facts to make possible a positive statement. 

3) I imagine that they will have sufficient practise 
to maintain a regular rate of progress. 

4) The principal question is whether to announce 
the results to the general public. 

5) I remember with pleasure the splendid talk 
you gave us last year. 

6) It is possible that the practise of publishing 
separate reports will be continued. 

T 11B 1 Writing exercise 

For shorthand key to 11B 1 see Script Shorthand Exercises. 
Part 2. 
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C 

T 130 Dates 

Ja F Mr Ap My Je J1 Ag S O N D 

^...^..lX7h. U.H.LZ. .3 d.3.3 . 3/.9p.3. ..?/a/33.... 

c) 

4JI 1776 11 N 18 3S 33 not 3/9/33 or 9/3/33 

c) The L B (Library Bureau) dates, for longhand 
use, shown above, are much preferable to the awkward 
and ambiguous “ number dates ” widely used in 
this country. 

(1) The L B dates are written, on the average, with fewer 
marks than the number dates, are read without hesitation, and 
are always explicit. 

(2) The number dates require, on the average, more marks 
to write, involve hesitation in reading for those not using them 
constantly, and are ambiguous for the first 12 days of each 
month because usage varies. In other countries the logical 
order — day month year — is almost universal, whereas in 
the United States to-day the conversational order — month 
day year — is more usual. 

T 131 Money 

i ^ a) Note thousand re- 

.^.....duced to fi in the phrase 

' combination thousand dol- 

a) b) c) lars. 

$1,500 $50,000$12.34 5£ 

T 132 Units of measurement 

a) Such breves are used, as in longhand, only in 
connection with amounts, expressed in words or figures. 
Elsewhere the regular full forms should be written. 
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(1) Note omission of vowel in doz for clear distinction 
from days . 

(2) In longhand as well as shorthand, the breve Nr (based 
on the English word number) is preferable to No. (based on 
the Latin word wumero), which ordinarily requires the period 
for clear distinction. 

(3) Additional breves for units of measurement useful 
chiefly in business shorthand will be found on pages 129-130 
of the Text. 

<*,.*s.6... 

b) 

mm cm km ml or cc ' mg kg ha 
milli- centi- kilo- milli- cubic milli- kilo- hectare 

meter meter meter liter centi- gram gram 

meter 

b) The accepted longhand breves and the short¬ 
hand forms for the principal units of the interna¬ 
tional metric system of weights and measures, derived 
from the meter , liter , and gram (shown in 132a) are 
shown above. 

(1) Note cm written with the breve dot. 

c) As the international metric system is legal in all 
countries, and standard in every country except the 
United States and Great Britain, universal in science, 
official in all international sport, including the Olym¬ 
pic Games, and increasingly essential in foreign trade, 
you should be familiar with the simple essentials of 
the system: 

The meter, or world yard, is about 10% longer than 
the American-British yard; the liter, or world quart, 
is about 5% larger than the U S quart, about 13% 
smaller than the British quart; the half kilo (500 
grams) or world pound, is about 10% heavier than 
the pound avoirdupois. 
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8 kilometers are substantially equivalent to 5 miles. 
1 inch is now accepted as exactly 2.54 centimeters; 
instead of 1 meter as exactly 39.37 inches, as formerly. 

T 133 Exercise key, for dictation 

Apr 19, Oct 31, Sat 28 May 38, on the 30th; $1,500 
a year, $167.50 additional, 84^ each, 220 yards; 
18 inches, 5 gallons, Train Nr 21, 56 pounds, 

200 meters. 

The men are paid on the 5th and 20th of each month. 
If I do not see you next Saturday, I will mail the 
papers to you before the 25th. 

15 gallons of gas at 170 will cost you $2.55. 

a) 200 meters (line 3). The breve for meter is m(l 32 ); for 
meters mz(with no tick). 

T 11C 1 Writing exercise 

For shorthand key to 11C 1 see Script Shorthand Exercises 
Part 2. 

D 

T 134 Wordsigns 

b) Note omission of suffix vowel in largest 
(: greatest , 59b). 

Note presence so written as to distinguish it 
both from present and from presents. 

T 11 D 1 Phrase exercise 

63 phrases 

Suggested writing rate: 3 seconds per phrase. 

T 135 Exercise key, for dictation 

1) I suppose that the present arrangements are 
always subject to change. 

2) We are sure that the present charge for this 
service 20 is little enough so that none of the company 
directors will vote against it. 
















128 


Script Shorthand Teacher 


3) I have never believed 40 that the charges 
recently brought against the present officers of the 
trust company were true. 

4) Are you sure that 60 the more recent photograph 
is enough better to justify the special charge for 
reproducing it separately. 80 

5) If you will leave a large enough balance on 
hand there will be very little further delay. 

6) I believe 100 that several of the present cars are 
much better arranged, so that the trunk is large 
enough to leave ample 120 room for baggage. 

7) Dear Mr Baker: In your letter of Jan 12 you 
claim that on several occasions 140 recently this com¬ 
pany has overcharged you. The receipted bills for 
these charges did not, however, accompany 160 your 
letter, and we can do very little about the matter 
until you present them. I can assure 180 you that we 
are most anxious to correct any such errors, and when 
we receive these bills will do everything 200 possible to 
adjust the matter to your satisfaction. Yours very 
truly 

211 standard words (193 - 1.53) 

. Suggested writing rate: 50 wpm = 4m 13s 
Suggested reading rate: 100 wpm = 2m 7s 

T 11D 2 Writing exercise 

202 standard words (201 - 1.41) 

Suggested writing rate: 50 wpm = 4m 2s 

Suggested reading rate: 100 wpm = 2m Is 

For shorthand key to 11D 2 see Script Shorthand Exercises , 

Part 2. 
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- T HE 1 Reading exercise 

388 standard words (349 - 1.56) 

Suggested writing rate: 50 wpm = 7m 46s 
Suggested reading rate: 100 wpm = 3m 53s 

For print key to HE 1 see Script Shorthand Exercises , 
Part 2. 


T 11E 2 Writing exercise 

211 standard words (206 - 1.43) 

Suggested writing rate: 50 wpm = 4m 13s 
Suggested reading rate: 100 wpm = 2m 7s 
For shorthand key to 11E 2 see Script Shorthand Exercises , 
Part 2. 


T Lesson 11 theory test 

several hundred original against at present Dec 25 
possible,bly we believe 16 12 Oct 37 enough 

very little $1,500 regular recent 7:45 a m 
98^ special I take pleasure before the 20th separate 
trust 3 \% 6 quarts practically in charge of the 

25 items 

Suggested dictation rate: 4 seconds each = lm 40s 


KEY 


. zL 


.^. 

. /.^.rr^.3.7. .Z._ 

. mejl .. c ^ r .. 

.,9k. . 71 .. 

M ....Afc.2**.. ^ . 
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Lesson 11 dictation test 

1) I do not believe that much progress will be 
made as long as he is in charge of the job. 

2) Where can we secure a 20 little more information 
on this special subject? 

3) There was never any doubt as to the pos¬ 
sibility 40 of presenting the original plan for further 
consideration. 

4) Mr Hudson left $50,000™ in a trust fund for 
his daughter who will be 12 years old next March. 

5) There is positively no reason to suppose 80 that 
the reference in the March issue of the National 
Magazine was intended as a slight on our 100 company. 

6) Dear Mr Bennett: It will give me great 
pleasure to be present at the dinner next Saturday. 
It will 120 not be possible, however, for me to be the 
principal speaker, for I have very little time these 
days 140 to give to preparation for such activities out¬ 
side of my regular work. I am sure that from among 160 
your large membership you can select a much better 
speaker for this particular occasion. 

I trust that the 180 meeting will be a great success, 
and feel positive that this success will be very largely 
due to your recent 200 efforts. Very truly yours, 
Harry Wilson 

208 standard words (196 - 1.48) 

Suggested dictation rate: 40 wpm = 5m 12s 
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KEY 


1 
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2 

1C? 

uS* 
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T 136 Titles 

...^ ^. j. 

b) 

Governor - LtGov Lt Col, Mr Mrs Miss Dr 
general 

b) These breves for titles may be combined, as in 
longhand. 

(1) Write Mr Mrs Miss Dr as already taught in 60c. 


T 137 Personal names 



Andrew Eugene Joseph Stuart 

Daniel Francis Robert Walter 



Beatrice , Edith Frances Louise 


Charlotte Eleanor Julia Marjorie 

a) Note omission of medial y sound in William(l37a). 
Compare 106a. 



b) 

Stewart 

Marion 





Ann McKenzie ; Mackenzie 

: MacKenzie 
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T 138 Address breves 

a) When not accompanied by a proper name, these 
breves must not be used without the breve dot or 
capsign. 

(1) Note that the shorthand forms for Street Boulevard 
Circle Building differ slightly from the usual longhand breves. 

T 139 Exercise key, for dictation 

Prof George W Clark, 1002 Broad St 
Col William T Morgan, 528 Grand Av 
Judge Thomas F Jackson, 435 Commercial Bldg 
Miss Marian H Stuart, 93 Crescent Rd 
Robert J MacKenzie, 156 W 42d St 

The chairman was asked to name some one as 
treasurer before the next meeting. 

T 12A 1 Writing exercise 

For shorthand key to 12A 1 see Script Shorthand Exercises , 
Part 2. 

B 

T 140 Short forms 

b) Note omission of the 1 of the suffix in 
immediately . 

(1) In materially and usually there is only one 1 sound, 
which is already expressed by the root form of the breve. 

T 141 Exercise key, for dictation 

1) We appreciate the unusual difficulties you have 
experienced in dealing with these people. 

2) Their answer, promising to duplicate the first 
shipment immediately, was received only yesterday. 

3) It should not be difficult to determine the 
average amount of material needed for this purpose. 
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4) Most doctors favor regular exercise as a means 
to maintain perfect health. 

5) These colored handkerchiefs are of excellent 
material and the colors are permanent. 

6) It is difficult to obtain perfect results without 
previous experience. 

T 12B 1 Writing exercise 

For shorthand key to 12B 1 see Script Shorthand Exercises , 

Part 2. 

c 

T 142 Phrases involving modified joinings 

A few phrases of this type have already been 
learned; for example, not be and not been (26f); it is 
(38c); is not, must not, etc (38d); as near, as much, 
etc (38e). 

T 143 Letter phrases 

a) Note use, in salutations only, of a level tick for dear ; 

m for my. 

b) Note use, in complimentary closings only, of a sloping 

tick for truly, y, with or without the foot loop, for yours. 

Review the commonest examples already taught in 60c. 

T 144 Exercise key, for dictation 

We shall be glad if you will call at our office at 
any time within the next day or two. 

If this material is to be delayed a month or so 
it will not arrive in time for our purposes. 

Please accept with our compliments the samples 
which we are mailing in a day or so. 

My dear Sir, Yours sincerely, My dear Mrs Taylor, 
Very truly, Yours faithfully; Dear Dr MacDonald, 
Truly yours, Dear Miss Jackson, I remain, Yours 
respectfully; Dear Sirs, Gentlemen, Very sincerely 
yours, Messrs Black and White, Yours cordially. 


Lesson 12-D 


135 


T 12C 1 Writing exercise 

For shorthand key to 12C 1 sec Script Shorthand Exercises, 

Part 2. 

D 

T 145 Wordsigns 

b) Wordsign derivatives. 

(1) accordingly — see 120b. 

(2) Write delivery with the upstroke very steep, for clear 

distinction from delay, 

(3) Note expressed written in full ('.expert). 

T 12D 1 Phrase exercise 

e) Note foot loop restored in general delivery for better 

joining. 

e,f) As the last word of a phrase school may be 
reduced to sk. 

56 phrases 

Suggested writing rate: 3 seconds per phrase. 

T 146 Exercise key, for dictation 

1) We expect to deliver the material to complete 
the contract on Monday to the address given us 20 
yesterday. 

2) The school committee, with one accord, 
expressed complete confidence in the superintendent. 

3) I regret 40 very much that the value of the extra 
education which is being offered is not appreciated. 80 

4) The principal of the school addressed a letter 
to the State Education Department expressing his 
regret. 80 

5) By special request, the subject is to form part 
of the extra program for the summer school. 

6) Your point as to 100 the value of the subject 
in higher education is in accord with our experience. 

7) Dear Mr Greene: 120 We regret that the 
material submitted to this department by you is not, 
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in general, sui table'* 1 for school purposes. We appreci ¬ 
ate the difficulties involved in such a study as you 
have undertaken 1 ® 0 but we had expected that with 
your experience and the unusual facilities placed at 
your 18 * disposal, more valuable results would be 
obtained. 

We are perfectly willing to wait another month or 
so 2 ** if you think that the extra time will enable you 
to deliver the type of material which we 220 originally 
requested. Please make a determined effort to do 
this, and report to us when you expect to complete 249 
your part of the work, so that we can plan accordingly. 
Very sincerely yours. 

255 standard words (217 - 1.64) 

Suggested writing rate: 50 wpm = 5m 6s 
Suggested reading rate: 100 wpm = 2m 33s 

T 12D 2 Writing exercise 

240 standard words (224 - 1.50) 

Suggested writing rate: 50 wpm = 4nt 48s 
Suggested reading rate: 100 wpm = 2m 24s 

For shorthand key to 12D 2 see Script Shorthand Exercises, 
Part 2. 

E 

T 12E 1 Reading exercise 

429 standard words (342 - 1.76) 

Suggested writing rate: 50 wpm = 8m 35s 
Suggested reading rate: 100 wpm = 4m 17s 

For print key to 12E 1 see Script Shorthand Exercises, 
Part 2. 

T 12E 2 Writing exercise 

229 standard words (187 — 1.72) 

Suggested writing rate: 50 wpm = 4m 35s 

Suggested reading rate: 100 wpm = 2m 17s 

l or shorthand key to 12E 2 see Script Shorthand Exercises, 

Part 2. ’ 
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T 

Lesson 12 theory test 

Maj Black answer accordingly as usual week or so 
appreciated we regret Prof White at our complete 
expect that Gentlemen difficult,-y delivery William Gray 
My dear Mrs parts your request Main St immediately 
school 5th Av Cordially yours yesterday please inform us 
25 items 

Suggested dictation rate: 4 seconds each = lm 40s 

KEY 

.-c.^..^. 

. Y- . ~X.ps^Sr- . 3 .. 

\ . Jo ... 

.. tV- ... 

.. 4 ..2^..—.. 
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Lesson 12 dictation test 

1) In answering any requests for material, be 
sure that you have the correct address. 

2) Dr Abbot has 20 had much experience in the 
educational field, and we have perfect confidence in 
the soundness of his 40 judgment. 

3) The president expressed his appreciation of 
Professor Dodge’s offer, and appointed him to 60 act 
as secretary. 

4) The exploring party expects to experience 
many difficulties, but is 80 confident of attaining its 
objective. 

5) The material in the treasurer’s latest report 
will be of 100 unusual value in determining next year’s 
budget. 

6) The form letter stating our need for an expe¬ 
rienced 120 secretary in our sales department was mailed 
day before yesterday. We expected a good many 
answers 140 and accordingly were somewhat disap¬ 
pointed at receiving only four. These however were 
above the 160 average, and one especially made a very 
favorable impression. This one, addressed to the 
president 180 and requesting a personal interview, was 
answered immediately, and as the applicant, Mr 
Bacon, 200 seemed completely satisfactory he was 
appointed to the position. We feel perfectly con¬ 
fident 220 that he will prove a valuable addition to 
the department. 

232 standard words (174 - 1.87) 

Suggested dictation rate: 40 wpm = 5m 48s 
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KEY 
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T 147 States and territories 

(1) 37 of the 48 shorthand breves for states are written just 
like the corresponding longhand breves. The 11 which differ 
slightly — Colo Idaho Iowa Kans Ky Minn Miss Nebr Mev 
Ohio Utah — should be given a little extra attention. 

(2) The foot loop is omitted from ny used for the state, 
for distinction from ny used for the city (:155a). 

(3) Regarding the joining of the initial circles in Md, N H, 
N Y, N Dak, see T llle. 


T 148 Exercise key, for dictation 


Akron, Ohio 
Wichita, Kans 
Dallas, Tex 
Newark, N J 
Flint, Mich 
Omaha, Nebr 


Yonkers, N Y 
Camden, N J 
Tulsa, Okla 
Canton, Ohio 
Richmond, Va 
Memphis, Tenn 


Hartford, Conn 
Washington, D C 
Des Moines, Iowa 
Lowell, Mass 
Long Beach, Calif 
Seattle, Wash 


a) Washington , D C (line 2). An established breve for a 
proper name (e g, Washington, for the state) may usually be 
applied to all occurrences (e g, the city, the mountain, the 
president), using the capsign as required. 


T 13A 1 Writing exercise 

For shorthand key to 13 A 1 see Script Shorthand Exercises , 
Part 2. 


B 

T 149 Phrases involving sound omission 

Some phrases of this type have already been learned; 
for example, have been , etc (26j); may be (261); your 
letter , etc (49f); I am (71c); and the salutations and 
closings taught in 60c and 143. 


Lesson 13-B 


141 




as well as possible as many as possible 

as quickly as possible as long as possible 

so far as possible as nearly as possible 

as much as possible 


>• -.«... .--i 

d) e) 

to be able kindly return 

will not be able kindly note 

we may be able if you will kindly 

I shall not be able 




like a thank 


at your expense 

L j-i //t ■ /V /V If \Jl O jO 




f) should like and would like (149f) are permissible excep¬ 
tions to the general rule of 78a. 

g) The root word thank , standing alone, should be 
written in full. 

h) Note the limitation of this principle to phrases 
common in your own writing. 
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T 150 Exercise key, for dictation 

as long as possible, as much as possible, as nearly 
as possible, as quick as possible, so far as possible, 
shall be able, will not be able 

we have been able, we shall be able, you will be 
able, I have not been able, kindly note, kindly let 
us, I should like 

1) If you like the present arrangement better than the 
other, please wire us at our expense as soon as possible. 

2) I hope you will be able to let us know definitely 
within the next day or so. 

3) So far as I know, they are planning to fill the 
order as quickly as possible. 

4) If you will kindly write us a little more defi¬ 
nitely, we shall be able to give the matter our immediate 
attention. 


T 13B 1 Writing exercise 

For shorthand key to 13B 1 see Script Shorthand Exercises, 
Part 2. 


C T 151 Place name affixes 



Louisville Fitchburg Springfield Bridgeport 
Nashville Pittsburgh Plainfield Davenport 


b) c) ^ d) 

Brockton , Covington Johnstown 

Galveston Northampton , ; Johnston 

Birmingham 
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.' i ; _ ■ . C*/. 

e) f) g) . 

Brattleboro Rochester Biltmore 

Peter boro, Winchester, Kenwood 



h) i) 

Union City St Augustine Mt McKinley 

New York, N Y Fort Leavenworth 


h) Compare New York City (151h), N Y (147), 
and New York (155). 

Other examples of most of the above affixes will 
be found in the list of principal U S cities (155). 

..a/. .....^. 2^ . J£- . Jtq .. cl- 

^ -bridge -brook -bury -dale -haven -hurst -kill 

-°-j> ..-E?—.. d...... 

]\and -mere -minster -mont -mount -mouth -ridge 

A .2£. ,Jk=z- . 2?.. .af. zAL . q. . 

^-shire -vale -water -well -wick -wold -worth 

j) Less frequent place name endings, such as the 
above, are usually best written in full; except in 
familiar names of frequent occurrence in your own 
writing. 
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T 152 Exercise key, for dictation 

Danville, Ill Plainfield, N J Hamilton, Ohio 
Lexington, Ky Charlestown,MassMarlboro, Mass 
Hollywood, Calif St Joseph, Mo Watertown, N Y 
Harrisburg, Pa Newport, R I Galveston, Tex 
Johnston, R I Southampton, EngManchester, N H 
Sioux City, Iowa Fort Dodge, Iowa Taunton, Mass 

T 13C 1 Writing exercise 

For shorthand key to 13C 1 see Script Shorthand Exercises , 
Part 2. 

D T 153 Wordsigns 

b) (1) Note necessity written as a derived form of 
necessary . 

(2) Note omission of the suffix vowel in quotation and 
quotations , even tho it happens to be the accented vowel. 

(3) Note respectfully written omitting the fl of the suffix. 

(4) Note omission of the n of the prefix in unnecessary 
(compare unknown , T 56a, unless , T 59b, etc). 

T 13D 1 Phrase exercise 

a) as necessary (: as near , etc, 38e). 

Do not, in general, join more than 4 or 5 words — 
4 in positive phrases, 5 in negative phrases (where one 
of the words is not) — in a single phrase. Compare 

T 2D 1 h&i ( 2 ). 

Thus if you will kindly (13B 1) and kindly let us know (I49e) 
are both good phrases, and would combine naturally into if you 
will kindly let us know — compare T2D 1 h&i (1) — but altho 
this phrase fulfills every condition for a good phrase (see 12) 
so long a form tends to break the rhythm of your writing. It is 
better, therefore, to write such a combination in two parts —■ 
if you will kindly let us know — each of which is considerably 
more frequent and therefore more familiar and executed with 
less hesitation. Similarly, write if you will let us know ; 
in accordance with your request ; will you please let us know ; etc. 

56 phrases 

Suggested writing rate: 2\ seconds per phrase. 
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T 154 Exercise key, for dictation 

1) It would be to our advantage to work in coop¬ 
eration with your company instead of separately. 1 ’ 

2) Yes, indeed, the girls are responsible for the 
purchase of the necessary equipment. 

3) In what respect is 40 it important to purchase 
this material in the open market? 

4) It is important for us to decide 80 this question 
while we are still together. 

5) We have not yet received quite enough infor¬ 
mation with respect to the 80 present state of the world 
market to give us a satisfactory basis for action. 

6) The real value of this 1 ™ material is not, in our 
opinion, quite as important a factor as tne present 
market quotation. 120 

7) Reliance Motor Company, 256 High St, New¬ 
burgh, N Y. Dear Sirs: It is necessary for us to 110 
purchase a new light delivery truck lor our market 
without further delay. While our present truck still 
runs well, 180 yet its appearance is quite unsatisfactory. 

Please quote us prices on your present models, 
together with 180 your best allowance for our old cai. 
Would it be to our advantage for us to wait for any 
important changes' 100 in the new models instead of 
buying now? In what respects will they be different? 
Very truly yours 

219 standard words (197 - 1.56) 

Suggested writing rate: 60 wpm = 3m 39s 
Suggested reading rate: 120 wpm = lm 50s 

T 13D 2 Writing exercise 

224 standard words (196 - 1.60) 

Suggested writing rate: 60 wpm = 3m 44s 

Suggested reading rate: 120 wpm = lm 52s 

For shorthand key to 13D 2 see Script Shorthand Exercises , 

Part 2. 
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T 13E 1 Reading exercise 

457 standard words (422 - 1.52) 

Suggested writing rate: 60 wpm = 7m 37s 
Suggested reading rate: 120 wpm = 3m 48s 
For print key to 13E 1, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 13E 2 Writing exercise 

213 standard words (204 - 1.46) 

Suggested writing rate: 60 wpm = 3m 33s 
Suggest ed reading rate: 120 wpm = Im 46s 
For shorthand key to 13E 2 see Script Shorthand Exercises , 
Part 2. 

T Lesson 13 Theory test 

Ill as well as advantages as necessary Nashville 
as far as possible please quote Mass Bridgeport important,tance 
quite sure Charleston we may be able purchase N J 
Rochester /responsibility /in cooperation with/Pa/kindly let us know 
together Washington St Petersburg thank you instead of the 
25 items 

Suggested dictation rate: 3 seconds each = lm 15s 


KEY 
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Lesson 13 dictation test 

1) Your immediate attention to the enclosed state¬ 
ment, which is long past due, is respectfully requested. 

2) The 20 cooperation of the girls makes the school 
life quite like home in its atmosphere. 

3) We are quite willing to give you 40 full power in 
connection with purchases if you will accept full 
responsibility. 

4) As we have not quite 60 enough silk on hand to 
complete your order for curtains, kindly ship us at 
your expense one additional piece. 80 

5) We should like to find out as quickly as pos¬ 
sible who was responsible for the statement quoted in 
the New 100 York World-Telegram. 

6) Dear Sirs: In our letter of April 15 we asked 
if you would kindly advise us with respect 120 to the 
best route to the World's Fair to be held in your city 
next year. We should like to take as many as 140 
possible of our girls, and this necessarily means 
planning the trip quite a long while ahead of time. 
As yet we 160 have had no word from you. We would 
thank you to write us in some detail as soon as 
possible, for it is important 180 for us to have this 
information if we are to plan this trip to the best 
advantage. We shall appreciate 200 your cooperation. 
Yours respectfully 

209 standard words (207 - 1.41) 

Suggested dictation rate: 50 wpm = 4m 11s 
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KEY 
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Lesson 14 


A 

T 155 Principal U S cities 

a) As with the breves for the states (147al), write 
the capsign with these breves when standing alone, 
but not as part of a complete address. 

(1) This list, plus the 36 fully written forms in 148 and the 
shorthand key to 13A 1, includes the names of all U S cities 
of over 100,000 population, according to the 1930 census. 

(2) These forms are suggested from the standpoint of 
general use. Residents of any particular city will naturally 
shorten its name considerably more; for example,. Eliz Jax 
SanF Wilm rather than Elizabeth Jacksonville SanFran 
Wilmington. 

T 156 Exercise key, for dictation 

Atlanta, Ga Toledo, Ohio Birmingham, Ala 

San Francisco, Bridgeport, Conn St Paul, Minn 
Calif 

Chicago, Ill Rochester, N Y Cleveland, Ohio 

Portland, Oreg Youngstown, OhioPhiladelphia, Pa 
Fort Worth, Tex New York, N Y Houston, Tex 
Minneapolis, Jersey City, N J Los Angeles, Calif 
Minn 

T 14A 1 Writing exercise 

For shorthand key to 14 A 1 see Script Shorthand Exercises } 
Part 2. 

B 

T 157 Phrases involving word omission 

a) The principle involved in such word omission 
phrases is that syntax must compel the insertion of 
some word, and context must unmistakably supply the 
right word. 
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b) 

by the date 
by the day 
by the time 
by the year 


give the matter 
in the matter 
in the way 
in the world 


bill of sale ' of credit 

commissioner of education line of goods 

department of commerce on account of that 
department of education on account of this 





c) 

one of these 
out of place 
out of stock 
some of that 


some of this 

some of those 
some of which 
in point of fact 


c) some joined before a straight head (some of that, 
etc) should be distorted slightiy as shown. 

(1) Compare Sincerely yours {T 60c) t somehow (T 7C 2a), 
d) No additional examples. See T 157i, below, 

. 

e) 

according to the glod to be 

anxious to know glad to inform 

appears to be glad to know 

expect to be glad to quote 
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x.c.. (f a qu** 

c; 

glad to receive hope to receive 

glad to see hope to ship 

glad to ship house to house 

going to be like to see 



ought to receive 
regret to say 

regret to state 
seem to be 


up to date 

glad to have been 
ought to be able 
we should like to 

know 




f) 

as a result for a long time 

at a loss in a day or two 

for a certain time quite a little while 

for a day or two within a year or so 


Wt 3 *- . 


better or worse 
little or no 

little or nothing 
on or before 


sooner or later 
three or four 

whether or no 

with or without 
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h) 

because of the fact 
one of the first 
out of the city 






some of the most 
up to the time 

for a number of years 



in the course of time on account of the fact 
in relation to the matter on account of the way 
in view of the fact with reference to the 

matter 





i) 

here and there day and night right and wrong 

:here or there :day or night :right or wrong 


i) This very useful principle of word omission 
should not be applied indiscriminately or offhand, 
without considering carefully whether the form in 
question is in fact unmistakable. 

(1) Be particularly careful in the case of phrases involving 
the omission of either and or or, as these two words will often 
interchange grammatically, so that the phrase still “ makes 
sense n but not the right sense. 


T 158 Exercise key, for dictation 

for the purpose, by the time, by the year, in 
the matter, line of business, bill of sale 

Department of Education, line of credit, on account 
of this, one of these, out of stock, some of them 
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some of those, more and more, like to have, 
according to the, appears to be, glad to see 

going to be, ought to receive, we should like to 
know, as a rule, at a loss, for a day or two 

two or three, better or worse, little or nothing, 
sooner or later, whether or no, one of the most 
one of the first, up to the time, in the course of 
time, in relation to the matter, on account of the 
fact, on account of the way 


T 14B 1 Writing exercise 

For shorthand key to 14B 1 see Script Shorthand Exercises , 
Part 2. 

c 

T 159 Nonce forms 



b) 

psychiatrist chamber of commerce 

b) Above is illustrated the method of keying a 
nonce form the first time it is used in your notes. 


(1) Where several nonce forms are used in a single docu¬ 
ment, the words or phrases shortened should be listed alpha¬ 
betically, with the corresponding shorthand forms, at the 
beginning of the notes. 


-fr ... 3L - m . 

c) d) . . ... 

general purchas- coeffi- Olympic Olympic American 

manager ing dent of Games Olympic 

agent correlation Committee 
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c) The breve dot may be used for nonce forms, if 
necessary or desirable, in accord with 110; especially 
for breves coined on the spur of the moment, under 
pressure. A carefully considered nonce form, how¬ 
ever, can usually be made unmistakable without this 
aid. 

d) The longer the word or phrase to be expressed, 
the larger the proportion which may be omitted and 
s till leave a distinctive form. 

(1) Thus, for example, correlation is written more briefly 
in coefficient of correlation(i\\x>ve) than standing alone(lS9); 
Olympic is written more briefly in Olympic Games or American 
Olympic Committee than standing alone. 

T 160 Exercise key, for dictation 

1) The executive committee of the chamber of com¬ 
merce decided to employ an additional stenographer. 

2) The assistant general passenger agent conferred 
with the superintendent of motive power in regard to 
the matter of special train service. 

a) The individual personal nature of nonce forms makes 
it inappropriate to drill a whole class at length on any particular 
selection of suggested forms. 

T 14C 1 Writing exercise 

See note to T 160 above. 

For shorthand key to 14C 1 see Script Shorthand Exercises, 
Part 2. 

D T 161 Wordsigns 

a) Note that the vowel sign of recommend is a, not e. 

b) Circumstance, which occurs only about tV as often 
as the plural form, circumstances, may be distinguished when 
desired by the breve dot. Compare 110c. 

T 14D 1 Phrase exercise 

e) glad to recommend (s 157e); question of policy (: 157c). 

35 phrases. 

Suggested writing rate: 2\ seconds per phrase. 
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T 162 Exercise key, for dictation 

1) Behind the wonderful standards of the school 
you can see the character of its founder. 

2) Please correspond directly 20 with the owner of 
the property regarding your proposition for building. 

3) Your communication should 40 be sent with 
your remittance to the treasurer of the Rochester 
Savings Association. 

4) The unfortunate 60 circumstances under which 
we are compelled to manufacture to-day are the 
result of a mistaken 80 policy in the past. 

5) Your recommendation in regard to the matter 
goes considerably beyond the 100 policy suggested by 
your assistant three or four weeks ago. 

6) Mr H C Anderson, Superior 120 Manufacturing 
Company, 1428 First St, Pittsburgh, Pa. Dear Mr 
Anderson: Altho 140 the correspondence in our files 
proves beyond question that the assistant super¬ 
intendent made a serious 160 mistake in handling this 
particular proposition, we should not hesitate to 
recommend him for 180 promotion on that account. He 
knows the buildings and the property thoroly, and is 
familiar with our general 200 policies as well as with 
the manufacturing end of the job. Under the circum¬ 
stances I think we 220 are fortunate to have as good a 
man as he is, available to take up the work on short 
notice. It 240 certainly is a wonderful opportunity for 
him. Yours very truly 

254 standard words (202- 1.76) 

Suggested writing rate: 60 wpm = 4m 14s 
Suggested reading rate: 120 wpm = 2m 7s 

T 14D 2 Writing exercise 

243 standard words (195 - 1.75) 

Suggested writing rate: 60 wpm = 4m 3s 

For shorthand key to 14D 2 see Script Shorthand Exercises , 

Part 2. 
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E T 14E 1 Reading exercise 

491 standard words (454 - 1.51) 

Suggested writing rate: 60 wpm = 8m 11s 
Suggested reading rate: 120 wpm = 4m 6s 
For print key to 14E 1, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 14E 2 Writing exercise 

218 standard words (207 - 1.47) 

Suggested writing rate: 60 wpm = 3m 38s 
Suggested reading rate: 120 wpm = lm 49s 
For shorthand key to 14E 2 see Script Shorthand Exercises, 
Part 2. 


T Lesson 14 Theory test 

Chicago, by the month, assistance, beyond ques¬ 
tion, for a long time 

line of business, by mistake, Philadelphia, two or 
three, correspond,-ence 

our recommendation, one of the best, over and over, 
manufacturers, Los Angeles 

as a matter of fact, proposition, your remittance, 
Cleveland, like to have 

unfortunate,-ly, St Louis, Script Shorthand, ought 
to be, under the circumstances 
25 items 

Suggested dictation rate: 3 seconds each = lm 15s 


KEY 

X... 

.Saa. %£^CltL 







. 
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^ 7 — \ —A-.^. 

Lesson 14 Dictation test 

1) In view of the fact that the buildings are on 
your property, we should prefer to have you make the 
application. 20 

2) It is out of the question for us to recommend a 
change in policy at the present time. 

3) Unfortunately 40 we shall not know for a day or 
two whether or not our proposition has been accepted. 

4) We shall try to 60 maintain sufficiently high 
standards of manufacture to satisfy you. 

5) Quite a number of these buildings 80 ought to 
have extensive repairs to bring them up to the 
standards which are demanded at the present time. 

6) I am 100 glad to say that we are fortunate in 
having a president who will not consent to the lower¬ 
ing of our 120 standards under any circumstances. 

7) Dear Sir: At the present time you are 
undoubtedly planning your summer 140 vacation. Why 
not see your own country first, from coast to coast? 
From Maine to California you will find some of the 160 
most wonderful scenery in the world. The special 
tour which we are recommending has been arranged 
by one of 180 the best travel agencies in the country, 
with an unequaled reputation for the character of its 
service 200 and high standards of management. We 
should like to have you as our guest this summer. 
Very truly yours 

219 standard words (210 - 1.46) 

Suggested dictation rate: 50 wpm = 4m 23s 
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A 

T 163 Retouching and revising notes 

a) . 

attained title fairy furry 

:deem ;attend dotal , ferry :hurry 

a) The dot over any long vowel is, of course, the 
normal indication already taught in 5e and 51b. 

For purposes of phonetic notation the two supple¬ 
mentary sounds, e as in fairy{z 16b), which occurs 
only before r, and a as in furry(:22h), which occurs 
as an accented vowel only before r, may be expressed by 
a tick thru the vowel stroke; but this designation is 
never necessary in ordinary writing. 

T 164 Precise writing 

a) This section does not mean that Script Short¬ 
hand ignores the great value of context as an aid to 
the rapid and accurate reading of shorthand; but he it 
noted that if the help of context is needed to distin¬ 
guish correctly written forms, it is so much the less 
available as an aid to the reading of shattered forms, 
where the context itself may be uncertain. 

(1) The chief cases in which a Script Shorthand form repre¬ 
sents more than one common word are about a dozen short 
forms such as probably , probable , and a half dozen wordsigns 
such as correspond , correspondence , which represent two gram¬ 
matically different forms of one root, which have proved 
normally unmistakable in practise. 
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b) c) 

invent liable 

:event 


dike 
to be 


d) c) f) 
real am probably 
.reel : Amer-.-problem 

ican 


g) In the very few ex- 
ceptional cases where a 
regular form might be am¬ 
biguous, a special explicit 

^expressed adverse recommend ^ orm ^ as ^ een tau &ht- 
.■expert :averse .-wreck 

expressed (T 145bl). 
adverse (80bl). 

recommend (161a) — a special wordsign instead of the 
obvious short form. 




T 165 Final review 

a) Lessons 9-14 contain so large a proportion of 
specific forms, as compared with general principles, 
that a review lesson similar to Lesson 8 would involve 
unprofitable duplication of examples. Instead, the 
following schedule will be helpful in planning a system¬ 
atic review; which should, of course, be concentrated 
on those sections most needing further study by the 
particular class or individual. 

(1) General principles —105, 110, 111; 159. 

(2) Affixes —106; 119, 120. 

(3) Short forms —108; 117; 128; 140. 

(4) Wordsigns —113; 122; 134; 145; 153; 161. 

(5) Special purpose breves— 124, 125, 126, 130, 131, 
132;136, 137, 138; 147, 151; 155. 
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(6) Phrases , general — in Script Shorthand Exer¬ 
cises — 9D 2, 10D 2, 11D 1, 12D 1, 13D 1, 14D 1. 

(7) Special type phrases —115; 142, 143; 149; 157. 
The following sections in Lessons 9-14 in the Text 

are shorthand exercises, each with print key for dicta¬ 
tion in the Teacher: 107, 109, 112, 114; 116, 118, 
121, 123; 127, 129, 133, 135; 139, 141, 144, 146; 148, 
150, 152, 154; 156, 158, 160, 162. 

B 

T 166 Short form review charts 

To read the entire chart (72 words) in not more 
than 40 seconds, to write it in not more than 60 
seconds, without error or hesitation, in any order , may 
be regarded as satisfactory. 

C 

T 167 Wordsign review charts 

Drill on this second group of wordsigns should 
reach about the same standards suggested in T 99b 
for the first group — the slightly greater average 
length of these forms being offset by the greater 
writing experience at this stage of progress. 

D 

T 168 Phrasing review 

:.j^. ^ 4 . ..j^x . l . z . zlZ°..... 

b) 

day or so month or so to our at any time 
week or two year or two , in our 
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give us will you kindly advise us 

as far as possible we should like 

have not been able with thanks 

d) 

by the month 
free of charge 
some of these 

better and better 



according to the 
glad to say 

expect to ship 
ought not to be 


■fp> .^. 

d) 

quite a while in spite of the fact 

more or less in relation to the matter 

one of the most as a matter of course 

T 169 Final advice 

a) The words and phrases specifically presented 
in the Text and Exercises will make up at least 90% 
of all your writing. By the time you have written 
shorthand for 3 months in any particular field, you 
will probably be familiar with at least 99% of all the 
words that you write in that field. You will never 
cease, however, to meet occasional new or unfamiliar 
words. Prompt and thoro mastery of these, as fast 
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as they are met, will do much to increase the efficiency 
of your shorthand in that particular field. 

As outlined in the Business shorthand supplement 
which follows this lesson, and more fully taught in the 
Business Shorthand Dictation Course , the principles on 
which short forms are based (see 108a, 117a, and 140a) 
may be applied to other words of more than 1 or 2 
syllables of frequent occurrence in your own writing . 

b) Read all the printed shorthand you can get 
hold of, and/or well-written shorthand notes of other 
Script Shorthand writers. Write shorthand from 
dictation at every opportunity. Transcribe your 
practise notes, neatly as well as accurately, and you 
may be sure that you will become in due course an 
efficient Script Shorthand writer, stenographer, or 
secretary. 

E 

T 15E 1 Reading exercise 

364 standard words (318 - 1.60) 

Suggested writing rate: 60 wpm = 6m 4s 
Suggested reading rate: 120 wpm = 3m 2s 
For print key to 15E 1, for dictation, see Script Shorthand 
Exercises , Part 2. 

T 15E 2 Writing exercise 

196 standard words (169 - 1.62) 

Suggested writing rate: 60 wpm = 3m 16s 
Suggested reading rate: 120 wpm = lm 38s 
For shorthand key to 15E 2 see Script Shorthand Exercises , 
Part 2. 
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T 

Lesson 15 theory test 

accept opinion amount probably,ble My dear Mrs 

improvement practically COD kindly let us know recently 
usual hope to be able telegraph regret H L Williams 
more or less necessary on hand 25th Prof Gray 
correspond,-ence/$15,000/one of the most/Pittsburgh, Pa/we expect 
25 items 

Suggested dictation rate: 3 seconds each = lm 15s 


KEY 


"cra^ . 


._ 2 _ r 

- 2 ^,.. 

.^.£. 2 . . 

:1c 

.. JtzO. ... 


Key to more comprehensive theory test, published in sep¬ 
arate pamphlet {Script Shorthand Tests , pages 11-14) appears 
on next two pages. 
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Script Shorthand Tests (4) Theory test—KEY 
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. 19....^. . 
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...34 ..Z^/L 
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Lesson 15 dictation test 

1) Acting on the suggestion of the vice-president, 
the treasurer examined the accounts again, and found 20 
several items of expense which had been left out. 

2) Somebody gave us the impression that the 
photographs had been 40 taken by employees of the 
commission under the supervision of the officials. 

3) The principle on 60 which the examination is 
based is excellent, but in practise it is too difficult 
for the average 80 graduate student. 

4) It is most important that every department 
should cooperate in the purchase of supplies 100 in order 
to secure the most favorable quotations. 

5) I do not believe that Mr Young is the right 120 
man to put in charge of the summer school. 

6) It is quite likely that our suggestion for hand¬ 
ling special requests by 140 correspondence has been 
misunderstood. 

7) Kindly let us know within a day or two whether 
or not you will accept 160 this offer. 

8) Dr Thomas of Baltimore will arrive on the 
10:50 train for a consultation with 180 Dr Higginson of 
Washington. 

186 standard words (162 - 1.61) 

Suggested dictation rate 50 wpm = 3m 43s 
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KEY 

1 “* V W ^ 

-C , L 7 _ Yy> °7 - • 

2 ^ ^ / /&-T. / J-j uc, 
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3 / V 7 ^ _ 2>s _ v*? 7 / 

^ ^ ^ ^ 4 ■ 

5 ^ 7 ' 

L^V . 

~u i^~l 

■> c^*~ 


''l* > 

CT® " V ' o—* ^/ 

6 ^ / 


8 y t_*v. 


^ L ~~l. 

- 2 ~ J t 0 _^7 t . /oSO ^ 




Business shorthand 
supplement 

T A Business shorthand 

Altho the material in this business shorthand sup¬ 
plement is not provided with exercises, or separated 
into small units for easier learning, the complete 
essentials are there, so that the teacher who wishes to 
can readily introduce the class to these forms at this 
point. Note however that these shorter forms are not 
used in the shorthand reading practise in Script 
Shorthand Exercises . 

T B Additional special purpose breves 

4) State of should not be j oined except when 
followed by the name of a state. 

5) The forms given in the Text are from the standpoint 

of United States use. For Canadian use a number of the 

more important might well be made substantially shorter. 

T C Additional short forms 

The forms in Group 1 include most of the common 
longhand breves, not previously taught, which are 
likely to be useful in shorthand. The forms in 
Group 4 should also be regarded as a somewhat 
limited group, additions to which will be more in the 
nature of personal nonce forms ( 159 ). 

Group 2 and, to a somewhat lesser degree, Group 3 
may properly be regarded as typical of a much larger 
number of words which may appropriately be 
shortened similarly, provided that they are of frequent 
occurrence in your own writing . 

5) See also supplementary word list, page 172. 
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T D Additional phrases 

7) Business correspondence phrases 

[ he forms for stereotyped expressions of this sort may 
naturally be shortened more radically than those for ordinary 
phraseology. 







Tbcte^... 


in receipt 

in reply 

recent date 

your attention 


call your attention 

hear from you 
kindly let us 
please let us 






regret to state tn regard to the matter 

kindly let us know with reference to the matter 

we are in receipt on account of the fact 


7) The criticism expressed in D7 applies often to 
business letter phrases such as the above, previously 
taught in the Basic Text . 

12) beg to remain — compare we remain (143). 


25th ult 5th prox : Jan 25 Mar 5 

15th inst Feb 15 

13) Avoid as far as possible the antiquated use of 
ult , inst , prox . The normally expressed date can always 
be substituted to advantage. 
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14) In your own writing, and in editing or revising 
the writing of others, remember always that every 
word on the page which does not add to the meaning 
detracts from it. Prefer, as far as possible, the 
simpler, shorter, and clearer of alternative forms, as 
in the examples below: 


on account of the fact that 
it is often the case that 
a large number of 
of recent date 
in relation to 
relative to 
in a careful manner 
under separate cover 
take into consideration 
extend an invitation to 
appears to be 
the purchase of 
purchasing agent 
the sum of $5,000 


: because 
: often 
: many 
: recent 
: concerning 
: about 
: carefully 
: separately 
: consider 
: invite 
: seems 
: buying 
: buyer 
: $5,000 



















172 


Script Shorthand Teacher 


T E Supplementary word list 

The list below, consisting chiefly of regular derivatives of 
the additional short forms given on pages 152-133 of the Text, 
contains the normal business shorthand forms for all words in 
the first 3,000 of the Horn list, which do not occur elsewhere. 


~/r '■^ ^ 2 —■<. 



KEY 

acquainted advertising basketball beautiful born 
catalogs certificates customers dancing declared 
dept desirable desired desires desirous 
developed development doctor envelops furnished 
furnishing Fd inquiries invoices kiss 
kisses newspapers obliged organized prospects 
railroads representative, representatives represented represents 
required requirements requires sixth volumes 


Word index 


This index shows where to find the shorthand forms for over 
5,500 words, taught in the Text , Exercises , or Teacher, including 
all of the 3,000 commonest words of the Horn list. 


Figures preceding the dash refer to pages; figures following the 
dash give the line of shorthand on that page, counting from the 
top of the page. 


Numbers in bold face type refer to the Text. 
Numbers in ordinary type refer to the Exercises . 
Numbers in italic type refer to the Teacher. 


Thus 37- 4 courage means that the shorthand form for the word 
courage will be found on page 37 of the Text, in the 4th line of 
shorthand (counting from the top of the page). 

Words enclosed in parentheses occur only as part of a phrase 
form. 


a 


6- 4 

a (article) 

77- 1 

A (initial) 

77-13 

abate 

4— 1 

abbey 

139 - 2 

Abbott 

21 - 2 

abdicate 

58 - 2 

abilities 

35- 1 

ability 

34- 5 

able 

14- 5 

about 

26- 2 

above 

39- 2 

abroad 

38- 5 

absence 

18- 7 

absent 

134- 9 

absolute 

134- 9 

absolutely 

34 - 2 

absurd 

34 - 2 

accent 

73- 1 

accept 

144- 2 

acceptable 

74- 3 

acceptance 

73- 2 

accepted 

74- 3 

accepting 

35- 1 

access 


20- 4 accident 
51- 2 accommodate 
223-14 accommoda¬ 
tion 

92-14 accommoda¬ 
tions 

95- 3 accompanied 

96- 11 accompany 
212- 8 accompany¬ 
ing 

50- 3 accomplished 
180- 6 accomplish¬ 
ing 

102- 7 accord 

103- 2 accordance 
103- 2 according 
103- 2 accordingly 

46- 7 account 
228- 6 accountants 
148- 7 accounted 
46- 9 accounting 
46- 9 accounts 
81- 7 accrued 
134- 7 accumulate 
94- 9 accuracy 


73- 9 accurate 
231-11 accurately 
153- 7 accustomed 

6 - 1 ache 
182- 5 achieve 
180- 9 achievements 
17- 2 acid 

78- 7 acknowledge 

79- 1 acknowl¬ 

edged 

79- 1 acknowledg¬ 
ing 

79-1 acknowledg¬ 
ment 

134— 9 acquaint 
137- 1 acquaintance 
172 - 1 acquainted 
180-10 acquired 
48- 4 across 
144- 1 act 

74- 3 acted 
73- 2 acting 
38- 4 action 
21- 3 actions 
54- 2 active 
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83- 1 
5a- 3 

74— 4 
54- 1 
GB- 2 
22-11 
170-13 
8-16 
35- 8 

67- 12 
21 - 3 
22 - 3 

103- 7 
103— 2 
103- % 
197-10 
166- 3 
53- 1 
S3- 1 
2(3— 2 
38- 5 
33- 5 
43- 3 
134- 0 

140- 1 
82 - 1 

80-U 

53- 1 
144- 7 

74- 2 
40- 9 
87- I 

54- 3 

68- 3 
111- 1 
216- 7 

111- 4 
82 - 1 

53- 1 
134- 1 
134- 1 

172- 1 

54- 2 
67-13 

53- 1 
87- 1 

54- 3 
54- 2 
35- 3 
26- 6 

221- 2 
132- 2 
83- 1 
83— 1 


actively 

activities 

acts 

actual 

actually 

Adams 

adapted 

add 

added 

adding 

addition 

additional 

address 

addressed 

addresses 

addressing 

adequate 

adhere 

adhesive 


ad; 

ad 

ad. 


ourned 
ust 
usted 
adjustment 
administra¬ 
tion 

admirable 

admire 

admission 

admit 

admitted 

adopted 

adult 

advance 

advanced 

advances 

advantage 

advantage¬ 

ous 

advantages 

advent 

adverse 

advertise 

advertise¬ 

ment 

advertising 

advice 

advisable 

advise 

advised 

advises 

advising 

affair 

affairs 

affect 

affection 

affectionate 

affection¬ 

ately 


236- 8 

affix 

134- 7 

73- 4 

afford 

38- 5 

26- 3 

afraid 

38- 5 

30- 7 

alter 

158- 4 

3 6- 4 

afternoon 

225- 2 

54- 1 

afterwards 

53- 3 

35-14 

again 

87- 5 

94- 8 

against 

57- 8 

48- 2 

age 

111- 4 

158-12 

agencies 

107- 7 

28— 5 

agency 

38- 5 

26- 3 

agent 

81- 2 

30- 3 

agents 

10- 2 

26- 2 

ages 

21-12 

55-10 

Agnes 

22- 7 

36- 1 

ago 

24- 1 

48- 2 

agree 

204- 2 

34- 5 

agreeable 

204- 2 

27- 2 

agreed 

75- 1 

43— 4 

agreement 

74- 5 

100- 3 

agreements 

179- 6 

207-11 

agrees 

13- 2 

134- 9 

agricult lire 

78- 7 

13- 2 

ahead 

100-11 

6- 2 

aid 

79- 1 

219- 9 

aids 

79- 1 

19- 3 

ail 

10- 6 

10- 5 

aim 

16- 2 

177-12 

aims 

22- 7 

10- 1 

air 

132- 2 

65-11 

airplane 

6- 4 

51- 1 

Akron 

120- 7 

19- 3 

A1 

132- 2 

105- 1 

Alabama 

78- 4 


(Ala) 

195- 4 

81-10 

Alaska 

188-11 

164- 1 

Albany 

72- 3 

16- 2 

Albert 

73- 3 

133- 1 

Alberta 

73- 3 


(Alta) 

189- 8 

40- 2 

alert 

224- 6 

51- 7 

Alfred 

93- 4 

145- 5 

Alice 

132- 4 

217- 9 

alike 

97- 4 

41- 2 

alive 

92- 4 

38— 3 

all 

85- 6 

178-14 

allegiance 

50- 8 

113- 1 

Allentown 


215-13 

allied 

86- 1 

85- 1 

allow 

187- 9 

52- 3 

allowance 

46- 9 

50- 3 

allowed 

99- 4 

84- 5 

allowing 

9^- 7 

50— 1 

allows 

99- 7 

41- 9 

all right 

99- 7 

38- 5 

almost 

83- 1 

74- 3 

alone 

94-14 

32- 3 

along 

121- 2 


alphabet 

already 

also 

altered 

alternation 

alternative 

alternatives 

altho 

altogether 

alumni 

always 

a m 

am 

amazed 

ambition 

amend 

amending 

amendment 

America 

American 

Americans 

among 

amount 

amounted 

amounting 

amounts 

ample 

an 

analysis 

ancient 

and 

Anderson 

Andrew 

Andrews 

angel 

anger 

angle 

angry 

anguish 

animal 

animals 

ankle 

Ann 

Anne 

announce 

announced 

announce¬ 

ment 

annual 

anointest 

another 

answer 

answered 

answering 

answers 

anticipate 

anticipated 

anticipates 


27- 9 antique 
51- 1 anxiety 
83- 1 anxious 
9- 2 any 
85- 2 anybody 
85- 6 anyhow 
14- 1 anyone 
46- 9 anything 
10- 3 anyway 
36- 4 anywhere 
103- 2 apartment 
155- 2 apiece 
80- 2 apology 
194-12 appalled 
24- 8 apparent 

12- 2 apparently 

13- 2 appeal 
33-10 appealed 
10- 3 appear 

38- 7 appearance 
12- 4 appeared 
22- 3 appears 
26- 1 apple 
190-13 apples 

232- 13 applicable 
124— 5 applicant 

73- 9 applicants 

85- 3 application 

86- 1 applications 

76- 2 applied 
80-11 applies 

74- 3 apply 

77- 6 applying 
103- 2 appointed 
103- 2 appoint¬ 
ment 

107- 8 appoint¬ 
ments 

99- 4 appreciate 
99- 7 appreciated 
99- 7 apprecia¬ 
tion 

179-11 apprentice¬ 
ship 

82- 10 approaching 
134r- 7 appropriate 

40- 3 approval 
60- 8 approve 
34r- 1 approved 

83- 1 approxim¬ 

ate 

83- 1 approxim¬ 
ately 

92- 8 April (Apr) 
24- 1 apron 

233- 3 arbitrary 

14- 5 are 
216- 2 area 


Word index 


54- 1 

Arena 

17- 7 

aren't 

50- 8 

argument 

79- 2 

aria 

82- 3 

arisen 

105- 1 

Arizona 

(Ariz) 

105- 1 

Arkansas 

(Ark) 

24- 5 

arm 

130- 5 

armies 

38— 7 

arms 

11- 1 

army 

78- 7 

around 

86- 7 

arrange 

87“ 1 

arranged 

87- 1 

arrange¬ 

ment 

87- 1 

arrange¬ 

ments 

219-14 

arranging 

43- 4 

arrival 

76- 2 

arrive 

42- 3 

arrived 

81- 2 

arrives 

50- 3 

arriving 

56- 5 

arrogant 

11-10 

art 

97- 3 

Arthur 

13- 3 

article 

40-10 

articles 

22-11 

artist 

40-10 

artists 

56- 7 

arts 

22- 8 

as 

34-11 

ascent 

53- 2 

ascertain 

207- 8 

ascertained 

49- 2 

ashamed 

47- 1 

ashes 

114- 3 

Asheville 

46- 6 

aside 

22- 8 

ask 

29- 1 

asked 

29- 2 

asking 

196-11 

asks 

46- 1 

asleep 

235- 4 

assembled 

136- 3 

assigned 

50— 3 

assignment 

37- 7 

assist 

119- 1 

assistance 

119- 4 

assistant 

120- 5 

assistants 

211-10 

assisted 

74- 5 

association 

136- 3 

assortment 

50- 1 

assume 


175 


124- 7 

assumed 

26— 1 

assumption 

95- 3 

assurance 

95— 3 

assure 

95- 3 

assured 

95- 3 

assuring 

60- 6 

astonishing 

24- 1 

astray 

5— 1 

at 

14- 4 

ate 

51- 4 

athletic 

113- 1 

Atlanta 

89- 2 

atmosphere 

4- 2 

attach 

12- 1 

attached 

28- 5 

attaching 

4- 2 

attack 

8-12 

(attacked) 

15- 5 

attacks 

159- 1 

attained 

139- 6 

attaining 

144- 1 

attempt 

113-10 

attempts 

16- 1 

attend 

21-12 

attendance 

49- 2 

attended 

49- 7 

attending 

32- 1 

(attends) 

S3- 1 

attention 

23f>- 8 

attest 

8- 7 

attic 

51- 3 

attitude 

L I- 2 

attorney 

54— 3 

attractive 

S3- 1 

attractive¬ 

ness 

88- 3 

audience 

89- 5 

auditorium 

196- 8 

aught 

92- 8 

August 

(Aug) 

12- 2 

aunt 

37- 6 

author 

234- 1 

authority 

77- 6 

authorized 

60- 2 

authors 

46- 2 

auto 

134- 9 

automobile 

56-14 

avail 

34— 5 

available 

89-10 

avenue 

98- 2 

Avenue (Av) 

99- 4 

average 

191- 3 

averages 

160- 2 

adverse 

50- 5 

avoid 

231- 8 

avoiding 

14- 3 

await 
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28- 2 

awaiting 

awarded 

37- 1 

basis 

37- 6 

belong 

161- 6 

38- 1 

basket 

62- 1 

belonged 

25- 3 

aware 

172- 1 

basketball 

43- 4 

below 

13- 2 

away 

43-12 

baskets 

24- 8 

belt 

46- 1 

awful 

6- 1 

bat 

48- 5 

benefit 

77- 1 

awfully 

6- 2 

batch 

215- 8 

benefits 

111- 4 

awhile 

30- 3 

bath 

12- 5 

Bennett 

83- 2 

awkward 

45- 4 

bathes 

158- 5 

Benson 

38- 1 

axis 

45- 4 

baths 

168-10 

Berkshire 

22- 1 

axle 

214- 1 
10- 6 

battery 

battle 

77- 6 
76- 2 

beside 

besides 


b 

182-13 

battle-field 

19- 1 

best 

77- 1 

B 

4- 4 

bay 

3- 2 

bet 

5- 2 

Babbitt 

6- 4 

be 

94- 8 

better 

8- 9 

baby 

8— 1 

beach 

8- 5 

Betty 

44- 6 

Bach 

24r-ll 

beaches 

46- 7 

between 

4- 3 

back 

14- 4 

bead 

25- 1 

beware 

54- 1 

backward 

6- 3 

beak 

119- 1 

beyond 

70- 4 

backwoods 

19- 3 

beam 

20-11 

bib 

141- 4 

Bacon 

10- 1 

bear 

14- 2 

bid 

4- 1 

bad 

211- 4 

bearer 

48- 1 

big 

45- 1 

badge 

49- 2 

bearing 

9- 2 

bill 

10- 7 

badly 

4- 1 

beat 

11- 2 

billed 

28- 5 

bag 

177- 4 

beaten 

30- 4 

billing 

60- 5 

baggage 

132- 3 

Beatrice 

122- 2 

billion 

27- 2 

bags 

172- 1 

beautiful 

225- 6 

billions 

16-13 

bait 

134- 3 

beauty 

38- 4 

bills 

4- 2 

bake 

34- 7 

Beaver 

143- 1 

Biltmore 

14- 5 

baked 

14- 2 

became 

182- 3 

bind 

96- 9 

Baker 

54- 8 

because 

215-14 

binding 

83- 1 

balance 

5-14 

Beck 

16- 7 

birch 

93-12 

(balanced) 

8- 8 

Becket 

13- 1 

bird 

44- 1 

bale 

186- 4 

beckon 

21- 6 

birds 

59- 5 

ball 

36- 1 

become 

113- 1 

Birming¬ 

56- 1 

balmy 

36- 1 

becomes 


ham 

113- 1 

Baltimore 

36- 1 

becoming 

183-13 

birth 

24- 1 

banana 

8— 3 

bed 

26- 6 

birthday 

birthright; 

16- 5 

band 

37- 2 

bedroom 

233- 6 

180-13 

bands 

45- 8 

beds 

145- 2 

Bishop 

14- 3 

bang 

85 - 1 

bee 

5- 1 

bit 

29- 2 

banged 

10- 2 

been 

41- 2 

bite 

44- 6 

bank 

85- 2 

bees 

66-11 

bits 

105- 1 

banker 

36- 1 

before 

10- 7 

black 

50- 4 

banking 

26- 1 

beg 

145- 4 

Black 

136- 4 

banks 

48- 5 

began 

12- 3 

blame 

44- 6 

banquet 

28- 1 

begin 

67-12 

blank 

211- 5 

bar 

51-13 

beginning 

198-10 

blanket 

97- 4 

Barbara 

232- 9 

beginnings 

44- 6 

blanks 

206- 9 

bare 

49- 7 

begins 

179-11 

blending 

45- 3 

bargain 

35-13 

begun 

37- 4 

bless 

25- 4 

barn 

26- 2 

behalf 

186- 5 

blessing 

132- 1 

barrel (bbl) 

119- 1 

behind 

181-12 

blessings 

124- 1 

Barton 

188- 4 

behold 

35- 5 

block 

18- 4 

base 

29- 2 

being 

225-10 

blood 

134- 2 

baseball 

49- 7 

belief 

87- 4 

blow 

20- 3 

based 

94- 8 

believe 

77-12 

blowing 

227- 6 

basement 

95- 3 

believed 

33- 5 

blue 

231- 7 

basic 

10- 5 

bell 

42- 4 

board 


179- 7 boarding 
235- 7 boards 
41- 2 boat 

77- 10 boats 
173- 9 Bob 
225-14 bodily 

58- 5 body 

49- 2 boil 
214- 5 boiler 
213-13 boilers 
184-11 bold 

59- 5 bond 
100-10 bonded 
138- 2 bondholder 

60- 2 bonds 
59- 1 book 

228- 5 bookkeepers 
194- 7 book-learn¬ 
ing 

36- 4 booklet 
40- 7 booklets 
32- 3 books 

57- 3 book-store 
62-12 boots 

172- 1 born 
182- 4 borne 

50- 4 borrow 
56- 4 borrowed 

78- 12 borrowing 
73- 7 boss 

113- 1 Boston 
86- 7 both 
77- 1 bother 

37- 6 bottle 
200- 7 bottles 

34- 1 bottom 
45-12 bought 
98- 2 Boulevard 
(Blvd) 

85- 3 bound 
59- 1 b03? 

190- 3 . boxed 
34- 1 boxes 
50- 3 boy 
50- 1 boys 
20- 2 brain 
11- 1 branch 
20- 6 branches 
212- 5 brand 

173- 2 brands 
37-5 brass 

165- 6 Brattleboro 
92- 7 brave 
10- 7 bread 
24r- 6 break 
34- 9 breakfast 
27- 3 breaking 
34r- 2 breezes 


Word index 


35- 1 

brevity 

195- 2 

bribes 

14- 4 

brick 

28- 5 

bridge 

113- 1 

Bridgeport 

49- 7 

brief 

46- 2 

bright 

12- 1 

bring 

28- 5 

bringing 

20- 4 

brings 

133- 1 

British 

Columbia 

(BC) 

63- 1 

broad 

98- 3 

Broad 

134- 7 

broadcast 

168-13 

Brockton 

77- 2 

broke 

44- 1 

broken 

194- 6 

bronze 

178- 5 

Brooks 

76- 1 

brother 

43- 2 

brothers 

33- 5 

brought 

177- 9 

brow 

50- 4 

brown 

68- 9 

Brown 

77- 4 

Bruce 

22-12 

Brussels 

32- 4 
113- 2 

budget 

Buffalo 

11- 2 

build 

43- 2 

builder 

119- 1 

building 

98- 2 

Building 

(Bldg) 

119- 4 

buildings 

11- 2 

built 

226- 5 

bulk 

55- 1 

bull 

35- 5 

bulletin 

25- 1 

bunch 

130- 4 

burden 

50- 5 

bureau 

14- 4 

burn 

36- 1 

burst 

36- 5 

bus 

132- 1 

bushel (bu) 

54- 8 

business 

55- 1 

businesses 

16- 2 

busy 

14- 5 

but 

25- 3 

butter 

42- 1 

buy 

145-12 

buyers 

46- 2 

buying 

42- 1 

by 

234-14 

by-laws 


177 


77- l 
8 

55- 12 
15- 1 

115—11 
4—12 
4- 2 
35- 1 
25- 4 
133- 2 

105 - 1 

78- 7 

79- 1 
79- 2 
79- 2 

56 - 1 
113- 2 

106 - 2 
24- 1 

159- 2 
24- 7 

12- 3 
18- 5 

G- 4 
85- 1 
132- 3 
105— 7 

22- 3 

22- 5 
22 - 2 

13 4- 7 

24 - 6 
85- 2 

23- 3 
184- 2 

33- 3 
27- 9 
212- 7 
14- 1 
60- 8 
35- 1 
8- 3 

13- 3 
217- 3 

97- 2 

10 - 2 
39- 2 
12-12 
20- 2 
10 - 1 

25- 4 
66 - 2 
45- 1 
45- 1 


C 

C 

cab 

cabin 

cabinet 

cabinets 

caddie 

cake 

calamities 

calendar 

Calgary 

California 

(Calif) 

call 

called 

calling 

calls 

calm 

Cambridge 

Camden 

came 

Cameron 

camp 

campaign 

campus 

can (v) 

can (n) 

Canada 

Canal Zone 

(CZ) 

cancel 

cancelation 

canceled 

candidate 

candy 

canned 

cannot 

canst 

can't 

Canton 

canvass 

cap 

capable 

capacity 

cape 

capital 

capstone 

captain 

(Capt) 

car 

carbon 

card 

cards 

care 

cared 

careful 

carefully 

careless 
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53- 3 

carelessness 

82- 6 

carload 

48- 7 

Carlyle 

35- 6 

carols 

20- 1 

carp 

24- 2 

carried 

208-12 

carriers 

10- 3 

carry 

49- 3 

carrying 

22- 2 

cars 

78- 5 

Carson 

22- 1 

cart 

44- 4 

carton 

18- 1 

case 

20- 2 

cases 

26- 4 

cash 

30- 4 

cashier 

38- 1 

cast 

37- 1 

castle 

4- 2 

cat 

134- 1 

catalog 

172- 2 

catalogs 

4- 4 

catch 

70- 1 

catches 

98- 1 

Catherine 

14- 4 

cattle 

60- 2 

caught 

56-10 

cause 

34- 1 

caused 

181- 3 

causes 

94- 2 

causing 

16- 2 

cease 

104- 3 

ceiling 

224- 7 

cell 

225- 1 

cells 

225- 3 

cellular 

37- 1 

cent 

18- 3 

center 

126- 1 

centimeter 

(cm) 

22- 5 

central 

93- 2 

cents 

230- 6 

centuries 

52- 5 

century 

78- 7 

certain 

79- 2 

certainly 

177- 6 
134- 3 

certainty 

certificate 

172- 2 

certificates 

53- 2 

certified 

19- 1 

chain 

24- 3 

chair 

97- 1 

Chairman 

22- 7 

chairs 

24- 5 

chance 

20- 8 

chances 

54- 8 

change 

55- 1 

changed 


55- 1 

changes 

55- 1 

changing 

8- 6 

chap 

134- 3 

chapter 

119- 1 

character 

119- 4 

character¬ 

istic 

94- 8 

charge 

210- 1 

chargeable 

95- 3 

charged 

95- 4 

charges 

95- 4 

charging 

35- 1 

charity 

22-11 

Charles 

109- 2 

Charleston 

109- 2 

Charlestown 

66- 6 

Charlotte 

132- 2 

charming 

233-12 

charter 

233- 8 

charters 

5- 1 

chat 

164- 2 

Chatta¬ 

nooga 

4- 2 

cheap 

14- 4 

cheaper 

202-13 

cheapness 

6- 2 

cheat 

4- 3 

check 

37- 2 

check-book 

4- 1 

checked 

49- 3 

checking 

60— 5 

check-room 

37- 7 

checks 

14r- 4 

cheek 

33- 9 

cheer 

54- 5 

cheerful 

195- 6 

cheerfully 

22- 6 

chemistry 

182- 5 

cherish 

141- 4 

chewed 

112- 2 

Chicago 

8- 4 

chickadee 

14- 3 

chicken 

38- 9 

chickens 

28- 5 

chief 

75- 3 

child 

83- 2 

children 

9- 2 

chilly 

6- 2 

chip 

67-13 

choice 

229-10 

choicest 

46-13 

choose 

83- 2 

Christian 

22- 3 

Christmas 

196- 7 

chucking 

11-10 

church 

149- 7 

churches 

113- 2 

Cincinnati 


53- 2 

circle 

98- 2 

Circle (Cir) 

82- 2 

circuit 

87- 1 

circular 

67- 8 

circulation 

119- 4 

circum¬ 

stance 

119- 1 

circum¬ 

stances 

IS- 3 

cities 

24- 5 

citizens 

24-10 

city 

217- 8 

civic 

26- 3 

civil 

179- 3 

civilization 

12- 1 

claim 

10- 7 

claimed 

38- 6 

claims 

92- 2 

clamp 

12- 1 

Clark 

18- 7 

clasp 

24- 8 

class 

20- 3 

classes 

8 5- 3 

classifica¬ 

tion 

37- 2 

classroom 

198— 9 

clause 

24- 6 

clean 

12- 4 

cleaned 

43- 3 

cleaners 

132- 2 

Cleaning 

24- 5 

clear 

83- 2 

clearance 

219- 1 

clearing 

24^ a 

clearly 

83- 2 

clearness 

16- 2 

clerk: 

228- 5 

clerks 

113- 2 

Cleveland 

226-10 

Cleveland's 

49- 8 

clever 

141- 1 

client 

136- 4 

climate 

185-10 

climbs 

39- 3 

clock 

215-12 

close 

42- 1 

close 

56— 4 

closed 

87- 4 

closely 

54— 5 

closing 

35— 5 

cloth 

44— 1 

clothes 

57-14 

clothing 

13- 1 

club 

20- 6 

clubs 

134- 1 

Co 

50- 4 

coach 

76- 3 

coal 


220- 9 

coal-burn¬ 

ing 

187-13 

coals 

87- 4 

coast 

77-10 

coastwise 

76- 3 

coat 

136- 4 

coats 

81- 1 

COD 

35- 5 

coffee 

198- 9 

co-insur¬ 

ance 

75- 1 

cold 

134- 2 

collar 

81-13 

collars 

134- 3 

collateral 

74- 1 

collect 

144- 3 

collected 

146- 5 

collecting 

33- 5 

collection 

39- 3 

collections 

37- 3 

college 

37- 2 

colleges 

97- 2 

Colonel 

(Col) 

233-10 

colonial 

232-14 

colonies 

232-10 

colonists 

233-11 

colony 

14- 2 

color 

105- 1 

Colorado 

(Colo) 

25- 3 

colored 

38- 7 

colors 

113- 2 

Columbus 

37- 6 

column 

66- 4 

columns 

68- 1 

combat 

42- 7 

combination 

121-13 

combined 

92-13 

combining 

6- 4 

come 

68- 2 

comedy 

28- 7 

comes 

188- 2 

cometh 

43- 1 

comfort 

54- 5 

comfortable 

29- 2 

coming 

136- 4 

command 

166- 5 

commanded 

50- 4 

commence¬ 

ment 

50- 4 

comment 

54- 5 

commerce 

134- 3 

commercial 

223- 3 

commer¬ 

cially 

43- 1 

commission 


Word index 


169- 8 commis¬ 
sioner 

43- 3 committee 
43- 1 common 
119- 2 communi¬ 
cate 

119- 2 communi¬ 
cation 

88-10 communi¬ 
ties 

50- 5 community 
95-4 companies 
104-3 companion 
94^ S company 
95- 4 company’s 

53- 3 compara¬ 

tively 

136- 4 compare 

87- 4 compared 
48-14 comparison 

68- 2 compass 
136- 4 compelled 

204- 3 compelling 
50- 5 competition 
81- 6 competitors 

136- 5 complain 
77- 2 complaint 

102- 7 complete 

103- 3 completed 
103- 3 completely 
124- 4 (complet¬ 
ing) 

206- 4 completion 
210-14 complex 
86- 4 compliance 
123- 3 complicated 
50- 5 compliment 

69- 1 compli¬ 

mented 

43- 2 compli¬ 

ments 
42- 7 comply 
136- 5 complying 
81- 9 composed 

205- 7 comprehen¬ 

sive 

189- 5 conceal 
182- 9 conceived 
143-10 concentrate 
179-11 conception 
42- 7 concern 

44- 1 concerned 
56- 7 concerning 

232- 5 concerns 

88- 3 concert 

89- 5 concerts 
50- 5 conclude 

54- 6 conclusion 


179 


48- 1 

conclusions 

42- 7 

concrete 

68- 2 

concur 

42- 7 

condition 

43- 3 

conditions 

144- 2 

conduct 

80- 9 

conducted 

206- 8 

conductors 

233-14 

confedera¬ 

tion 

42- 7 

conference 

82- 3 

conferred 

87- 4 

confess 

102- 7 

confidence 

102- 7 

confident 

123- 4 

confirming 

124- 2 

conflict 

234- 9 

conflicted 

83- 2 

congratu¬ 

late 

83- 2 

congratula¬ 

tion 

I 

M 

CO 

congratula¬ 

tions 

43- 1 

congress 

105- 1 

Connecticut 

(Conn) 

74- 2 

connected 

43- 1 

connection 

54- 6 

connections 

68- 2 
80- 1 

48- 7 
183- 2 
183- 4 

136- 5 
134- 9 

137- 1 

226- 8 

conquer 

conscien¬ 

tious 

conscious 

consecrate 

consecrated 

consent 

consequence 

conse¬ 

quently 

conserva¬ 

tion 


86- 7 

consider 

87- 1 

considerable 

87- 1 

considerably 

87- 1 

considera¬ 

tion 

87- 2 

considered 

87- 2 

considering 

208-13 

consigned 

209- 5 

consignee 

145- 4 
134- 3 

consisting 

consolidate 

50- 5 

constant 

136- 5 

constantly 

226- 5 

constitute 

224-12 

constitutes 

86- 4 

constitution 
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233- 9 

constitu¬ 

tions 

215-13 

constructed 

40- 2 

construction 

201—10 

constructive 

222- 6 

construed 

168-14 

consultation 

144- 6 

(consult¬ 

ing) 

221- 8 

consuming 

214- 4 

consump¬ 

tion 

74- 4 

contact 

8 7- 5 

contain 

77- 2 

contained 

46- 3 

containing 

202- 2 

(contains) 

77- 2 

content 

48- 8 

contents 

87- 5 

contest 

182- 9 

continent 

83- 2 

continue 

8,3- 4 

continued 

195-13 

continues 

102- 7 

contract 

103- 3 

contracts 

48- 3 

contrary 

51— 3 

contribution 

101-11 

contributors 

54- 6 

control 

213-13 

controls 

83- 2 

convenience 

94^ 2 

convenient 

56- 1 

convention 

44- 1 

conversa¬ 

tion 

50- 5 

convinced 

60- 3 

cook 

45-12 

cooked 

134- 2 

cooking 

60- 8 

cool 

111- 1 

cooperate 

166- 4 

cooperated 

111- 1 

cooperation 

40- 7 

copies 

33- 3 

copy 

46- 8 

cordial 

38- 1 

cordially 

59— 6 

corn 

35- 5 

corner 

236- 9 

corporate 

134- 1 

corporation 

234-13 

corpora¬ 

tion’s 

235- 9 

corpora¬ 

tions 

74- 1 

correct 

144- 2 

corrected 


39- 3 

correction 

121- 1 

corrections 

74^- 3 

correctly 

119- 2 

correspond 

119- 2 

correspond¬ 

ence 

119- 4 

correspond¬ 

ent 

cost 

40- 8 

231- 9 

costly 

60- 3 

costs 

45- 5 

cotton 

38- 3 

could 

38- 5 

couldn’t 

85- 6 

council 

114-14 

count 

231- 9 

counte¬ 

nanced 

236-11 

counter¬ 

signing 

221- 1 

countries 

43- 1 

country 

103-10 

countryman 

222-11 

country's 

6B— 9 

county 

13- 1 

couple 

37— 4 

courage 

86- 7 

course 

87- 2 

courses 

42- 4 

court 

37- 3 

courtesy 

232-11 

courts 

38- 5 

cousin 

83- 2 

cover 

83- 4 

covered 

83- 4 

covering 

83— 4 

covers 

165- 2 

Covington 

85— 2 

cow 

190- 3 

crated 

37- 2 

crazy 

16-10 

cream 

50- 2 

create 

182-10 

created 

100- 6 

creates 

230- 1 

creation 

181- 5 

creator 

83- 3 

credit 

83- 4 

credited 

83- 4 

credits 

99- 1 

Crescent 

212- 8 

crew 

196-13 

cries 

184-13 

crime 

11-11 

critic 

29- 4 

critical 

40-12 

critically 

21- 1 

criticism 


201-10 

criticisms 

22-13 

critics 

195“ 2 

crook 

35- 6 

crop 

60- 3 

cross 

85- 2 

crowd 

87- 2 

crowded 

89-11 

crowds 

179- 6 

crucible 

76- 3 

cry 

35- 1 

crystal 

193- 4 

Cuba 

132- 1 

(cubic) 

14- 3 

cup 

14— 3 

current. 

81- 2 

curriculum 

148- 5 

curtains 

20- 4 

custom 

134- 7 

customer 

172- 2 

customers 

32- 5 

cut 

So- 3 

cute 

30- 4 

cutting 

132- 1 

CWL 

154- 1 

cylinders 


d 

77- 1 

D 

4- 3 

dad 

4- 1 

daddy 

11- B 

daily 

33- 5 

dairy 

100- 3 

Dallas 

34- 8 

clam 

60- 6 

damage 

37- 4 

damaged 

213-12 

damper 

213-13 

dampers 

20— 8 

dance 

36- 2 

dancers 

130- 1 

dances 

172- 2 

dancing 

12- 3 

dandy 

49- 3 

danger 

m- 2 

Darnel 

109- 1 

Danville 

10- 5 

dare 

12- 2 

dark 

184-11 

darkness 

28- 2 

darling 

13— 2 

data 

78- 7 

date 

79- 2 

dated 

79- 2 

dates 

35- 6 

daughter 

165- 4 

Davenport 

51- 7 

Davis 

4- 1 

day 


Word index 


181 


12- 2 daybreak 
18-1 days 

12- 5 Dayton 
37- 1 dazzled 

4- 4 dead 

24- 2 deal 

13- 3 dealer 
22- 5 dealers 

56- 4 dealing 
11- 9 dealt 
10- 2 dear 

37- 6 dearest 
26- 7 death 

194- 5 deathless 
3- 2 debate 

14- 3 debit 
8-10 debt 

14- 4 decade 
02- 8 December 
(Dec) 

18- 5 decent 
75- 4 decide 
42- 4 decided 

57- 13 decidedly 
185-13 decideth 

191- 4 deciding 

21- 3 decision 
235- 4 decisions 
3“ 2 deck 

181- 8 Declaration 
13- 3 declare 

172- 2 declared 
212-11 decline 
124- 9 decrease 

182- 13 dedicate 
182- 9 dedicated 
210- 4 deduct 

74- 2 deducted 
100-10 deducting 
209-11 deduction 
185- 4 deed 
J59- 1 deem 
3- 2 deep 

81-14 deepest 

25- 4 deeply 
67- 5 defective 

181-11 defense 

83- 3 definite 

84- 1 definitely 

48- 5 degree 

105- 1 Delaware 
(Del) 

85- 1 delay 

86- 1 delayed 
86~ 3 delaying 

156- 6 delays 
150- 3 delegate 
35- 2 delegates 


86- 2 delicate 

85- 1 delicious 
150- 1 delight 
150- 2 delighted 

86- 2 delightful 
150- 2 delinquent 

102- 7 deliver 

103- 3 delivered 
107- 4 deliveries 
103- 3 delivery 

, 10- 7 demand 
120-11 demanded 

38- 3 demands 
134— 3 demonstra¬ 
tion 

212- 7 demonstra¬ 
tions 

82- 9 dense 

51- 2 Denver 

192- 1 (deny) 

102- 8 department 

103- 3 departments 
13- 3 depend 

20- 6 depends 
134- 4 deposit 
223- 5 depositor 
220-13 deposits 

87- 5 depot 

82- 4 depreciation 
233- 5 deprive 
172- 3 dept 

180- 10 derive 
215- 9 derived 

181- 7 deriving 
225-13 descendants 

81- 1 describe 
54- 6 described 

83- 3 description 

49- 8 deserve 

212- 3 deserves 
87- 5 design 

215- 13 designed 
172- 3 desirable 
134^10 desire 
172- 3 desired 
172 - 3 desires 
172-3 desirous 

18- 7 desk 
106- 3 Des Moines 
200- 2 despite 
38- 7 destination 
220- 9 destined 

52- 5 destroy 
222- 3 destruction 

6- 1 detach 
10- 5 detail 

216- 11 detailed 
22- 4 details 


99- 4 determine 
99- 7 determined 
139- 7 determining 

183- 4 detract 
113- 3 Detroit 
132- 4 develop 
172 - 4 developed 
172 - 4 develop¬ 
ment 

203- 5 develop¬ 
ments 
92- 4 device 

192- 5 devil 
178- 8 devised 
136- 5 devoted 
219-13 devoting 
183-10 devotion 

5- 2 Dick 
204^10 Dickson 

6- 2 dictate 
56- 3 did 
46- 9 didn’t 
46- 3 die 
44- 1 died 

87 - 1 diet 

232- 6 differ 
74^ 5 difference 
82- 3 differences 
74r- 5 different 
99- 4 difficult 
99- 7 difficulties 
99- 4 difficulty 
141- 4 digested 

39- 3 dignity 
188-13 diligent 
159- 1 dim 
90- 4 dimension 

50- 5 dining 
13- 3 dinner 
3- 2 dip 
63- 2 diploma 
20- 8 dipped 
73- 1 direct 
144- 3 directed 
38- 6 direction 

73- 2 directly 

74- 3 director 
144- 3 directors 

25- 4 dirty 
35- 1 disabilities 
207-10 disadvantage 

193- 13 disappeared 
103- 3 disappoint 
103- 3 disappointed 
103- 4 disappoint¬ 
ment 

75- 3 disapproval 
56-13 disastrous 
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179- 14 discard 

226- 2 discarded 
68 - 2 discomfort 
42- 7 discontent 

134- 1 discount 

223- 9 discounting 
218- 9 discourage¬ 
ments 

84- 6 discover 
84- 1 discovered 
38- 3 discuss 
26- 6 discussed 
22- 5 discussion 
92- 1 dish 
60- 1 dishes 

227- 11 dismissed 
38- 3 dispatch 

122- 2 dispel 
30- G display 
89-12 displayed 
104-10 disposal 
57-12 dispose 
46— 3 disposed 
86- 2 disposition 
231-11 disseminates 

180- 13 (dissolve) 

20- 8 distance 
81-14 distances 
20- 8 distant 

231- 2 distinct 
70 - 2 distinction 

104- 2 distinctly 
83- 3 distinguish 
83- 3 distinguished 
83- 3 distribute 
83- 3 distribution 

124- 8 distributors 
144- 1 district 

105- 7 District of 

Columbia 

(DC) 

149- 3 districts 
6- 2 ditch 
225- 5 divide 
136- 5 divided 
225- 5 divides 

224- 14 dividing 
48- 3 division 

208-12 divisions 
6- 4 do 
56- 1 dock 
172 - 4 doctor 
100- 6 doctors 
210- 1 document 
231- 5 documents 
139- 4 Dodge’s 
37- 1 does 
17- 8 doesn’t 


59- 6 

dog 

230- 9 

dogmas 

81- 9 

dogs 

29- 2 

doing 

59- 6 

dollar 

93- 2 

dollars 

52- 4 

domestic 

12- 5 

done 

75- 1 

don’t 

186- 5 

doom 

59- 3 

door 

34- 2 

doors 

109- 3 

Dorchester 

77- 9 

Dorothy 

59- 7 

double 

49- 2 

doubt 

192- 1 

doubted 

50- 7 

doubtless 

123- 2 

doubts 

194-14 

dowdy 

78- 8 

down 

83- 3 

downtown 

22- 2 

dozen 

132- 1 

Dr 

144- 1 

draft 

27- 3 

drama 

27- 3 

dramatic 

60- 3 

draw 

35— 6 

drawing 

40- 1 

drawing¬ 

room 

40-11 

drawings 

60- 3 

drawn 

20- 2 

dread 

12- 3 

dream 

21- 1 

dreamed 

22- 7 

dreams 

18- 2 

dress 

20- 4 

dressed 

24- 4 

dresses 

37- 3 

dressing- 

room 

185-12 

drift 

31- 4 

drill 

50- 6 

drink 

76- 3 

drive 

81-11 

driver 

136- 6 

driving 

59- 6 

drop 

134- 3 

dropped 

77- 3 

drove 

44- 1 

dry 

49- 2 

due 

76- 3 

dues 

14- 4 

dull 

113- 3 

Duluth 

50- 6 

duly 

99- 4 

duplicate 


85- 1 

during 

38- 3 

dust 

19- 2 

dusty 

85- 5 

duties 

49- 1 

duty 

187-11 

dwell 

179- 7 

dwellers 

e 

77- 1 

E 

6- 1 

each 

10- 5 

ear 

52- 3 

earlier 

51- 1 

earliest 

26- 2 

early 

12- 5 

earn 

26- 1 

earnest 

28- 5 

earth 

108- 9 

ease 

86- 4 

easier 

18- 2 

easily 

22- 6 

east 

15- 4 

Easter 

19- 2 

eastern 

109- 2 

Easton 

17- 1 

easy 

3- 2 

eat 

49- 3 

eating 

22— 1 

ebbed 

178- 5 

echo 

228-10 

economic 

202-11 

economical 

43- 1 

economics 

80- 2 

economy 

4-14 

Ed 

5- 2 

Eddie 

16-12 

eddy 

132- 2 

edge 

54 - 7 

Edith 

38- 6 

edition 

12- 7 

editor 

202- 5 

editors 

133- 2 

Edmonton 

102- 8 

education 

103- 4 

educational 

97- 3 

Edward 

82- 3 

Edwards 

74- 1 

effect 

219- 4 

effected 

53- 3 

effective 

103- 7 

effectual 

45-11 

efficiency 

35- 3 

efficient 

26- 4 

effort 

49- 3 

efforts 

26- 7 

egg 

47- 2 

eggs 

143-11 

Egyptian 


5- 1 
93- 1 

200 - 6 

6 - 1 
43- 2 

132- 3 
111- 5 
144- 2 
22- 4 
134- 4 
216- 1 

231- 7 
43- 2 

225- 10 
93- 1 

212- 7 
Si- 2 
67- 6 
97— 4 
173- 8 
164— 4 
ZG- 7 
36- 4 
204- 7 
131- 4 
56- 8 
116 - 1 
201 - 9 

45 - 2 
84- 8 
84- 8 
86 - % 
84- H 
93- 1 

124- 6 
124- 6 
116 - 1 
86 - 3 
10^ 6 
35- 2 
92-13 
233-10 
3-1- 4 

46- 7 
46- 9 
46- 9 
46- 9 

218- 8 
Sir- 3 
70-11 
12 - 1 
59- 7 
194-11 
204- 8 
181- 5 
20 - 6 

226- 11 


Word index 


eight 
eighteen 
eighteenth 
eighty 
either 
Eleanor 
Elbert 
elected 
election 
electric 
electro¬ 
typing 
element 
elementary 
elements 
eleven 
eliminating 
elimination 
Eliot 
Elizabeth 
Elmwood 
El Paso 
else 

elsewhere 

embodying 

emergency 

Emerson 

emperor 

emphasize 

emphatic 

empire 

employ 

employed 

employee 

employees 

employer 

employers 

employing 

employment 

empty 

enable 

enabled 

enactments 

enamel 

enclose 

enclosed 

enclosing 

enclosure 

encountering 

encourage 

encouraging 

end 

endeavor 

endeavored 

endorsed 

endowed 

ends 

endurance 


182-12 
187- 8 
130- 4 
194- 9 
26- 3 
61- 4 

34- 3 

35- 6 
50 - 6 
69- 1 

220- 5 
39- 3 
34- 3 
197- 7 


74r- 5 
233- 6 
50— 3 
85- 2 
85- 4 
87- 5 

224- 14 
57 - 1 
94- 8 

227- 6 
209- 2 
79 - 1 
35— 2 

59- 7 

60- 3 
194-11 
217- 9 
101 - 8 

38- 1 
209-14 

66- 9 
190- 8 

67- 11 

43- 4 
181- 1 

76- 3 
34- 3 
211-14 
134- 4 
230- 7 
134- 3 

44- G 
54- 6 

225- 14 
46- 1 
81-13 

215-11 
161- 7 
221- 5 
12-14 


endure 
enemies 
enemy 
energies 
energy 
enforced 
engage 
engaged 
engagement 
engage¬ 
ments 
engender 
engine 
engineer 
engineering 
engineers 
England 
English 
Englishmen 
enjoy 
enjoyed 
enjoying 
enjoys 
enlarged 
enlisted 
enough 
enrolled 
en route 
ensuing 
enter 
entered 
entering 
enterprise 
enterprises 
(enters) 
entertain 
entertained 
entertaining 
enthusiasm 
entire 
entirely 
entitle 
entitled 
entrance 
entrust 
envelop 
environment 
envy 
equal 
equally 
equilibrium 
equipment 
equipped 
erect 
erected 
erecting 
Erie 


14- 1 
40- 2 

15- 4 
204- 3 

81- 9 
95- 4 
101- 1 
17- 1 
83-12 
30- 4 

35- 11 
134- 1 
134- 1 
211- 7 

36- 1 
20 - 2 
43- 2 
74- 5 

194- 5 
55-14 
202-10 
132- 2 
230- 2 
78- 1 
113- 3 

35- 6 
48- 1 
28- 1 
48- 6 

186-10 
34- 5 
215- 8 
26- 2 
188-10 
30- 7 
85— 3 
103-11 

36- 4 
47- 1 
36- 2 

137- 1 
134- 8 
137- 1 
30- 4 
51- 3 
225- 8 
74- 2 
144- 1 

74- 5 

75- 1 
21 - 2 
40- 7 
22 - 6 

154- 1 
85- 2 
38- 1 
22-11 


183 


error 

errors 

escape 

escapes 

Eskimo 

especially 

Esquire 

essay 

essays 

essential 

essentials 

establish 

established 

establishing 

estate 

estimate 

estimated 

et cetera 

(etc) 

Eternal 

Ethel 

Etna 

Eugene 

Europe 

Evans 

Evansville 

eve 

even 

evening 

event 

eventide 

events 

eventually 

ever 

evermore 

every 

everybody 

every-day 

everyone 

everything 

everywhere 

evidence 

evident 

evidently 

evil 

evolution 

evolved 

exact 

exactly 

examination 

examinations 

examine 

examined 

example 

examples 

exceedingly 

excel 

excellent 
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202-13 
74- 1 
22- 4 
21-10 
130- 4 

38- 9 
55- 1 

54- 7 
43- 2 

136- 6 

179- 2 

39- 3 
85- 1 

206- 7 
50- 7 

206-11 
134- 5 

207- 8 

180- 8 
99- 5 
60- 9 

210-13 
32- 1 
22-14 
15- 4 
206-10 

55- 6 
22- 1 
78- 7 
45- 1 

230-11 
102 - 8 
103- 4 
103- 4 
139- 5 
35- 3 
22- 4 
34- 4 
99- 5 
100 - 1 
134-10 
218-12 
192- 6 

40- 10 
216- 8 

22- 1 
22- 4 
132- 3 
38- 5 
236- 4 
139- 5 
103- 8 
102 - 8 

103- 4 

104— 4 
38- 6 
22- 1 
27- 2 


excels 

26- 3 

extending 

182- 8 

except 

82- 2 

extends 

34-14 

exception 

22- 4 

extension 

34- 2 

exceptional 

205- 6 

extensive 

48- 6 

exceptionally 

38- 5 

extent 

99- 5 

excess 

105 - 1 

extinguish 

100- 1 

exchange 

102- 8 

extra 

100- 1 

excited 

134- 8 

extraor¬ 

100- 1 

excitement 


dinary 

100- 1 

exciting 

22- 4 

extremely 

100- 1 

excludes 

41- 2 

eye 

26- 4 

exclusive 

75- 4 

eyes 

92- 7 

excuse 

execute 


f 

52- 3 
68- 9 

executed 

77- 1 

F 

67-11 

execution 

48- 3 

face 

92- 8 

executive 

32-11 

(faces) 

executrix 

35- 1 

facilities 

26- 3 

exemplar 

55-13 

(facing) 

48- 3 

exercise 

73- 1 

fact 

178- 5 

exhausted 

112- 7 

factor 

48- 6 

exhaustive 

158- 6 

factories 

26- 2 

exhibit 

140- 3 

factory 

48- 7 

exhibition 

73- 2 

facts 

49- 4 

exhibits 

48- 6 

faculty 

28- 6 

exist 

44- 1 

fade 

76- 3 

existed 

26- 7 

fail 

26- 4 

existence 

48- 6 

failed 

49- 4 

existing 

86- 2 

failure 

42- 4 

expand 

26— 4 

fair 

44- 2 

expands 

109- 1 

Fairfield 

48- 3 

expect 

34-11 

fairly 

132- 3 

expected 

159- 1 

fairy 

faith 

65- 4 

expecting 

217- 6 

159- 1 

expects 

52- 1 

faithful 

49- 8 

expense 

52- 5 

faithfully 

50- 3 

expenses 

33- 5 

fall 

189- 7 

expensive 

113- 3 

Fall River 

225- 9 

experience 

221-10 

falls 

48- 6 

experienced 

134- 3 

false 

101-12 

experiment 

.73- 3 

familiar 

154- 6 

experiments 

35-10 

families 

93- 1 

expert 

48- 3 

family 

90- 1 

experts 

30- 4 

famous 

26- 7 

expires 

49- 3 

fancy 

76- 3 

explain 

34- 6 

far 

50- 6 

explained 

26- 4 

farm 

74- 6 

explaining 

49- 8 

farmer 

75- 1 

explanation 

28- 6 

farmers 

75- 1 

explicitly 

43- 2 

farther 

75- 2 

exploring 

30- 4 

fashion 

75- 4 

exposition 

62-12 

fashionable 

46- 3 

express 

26- 7 

fast 

42- 4 

expressed 

70- 4 

faster 

87- 5 

expressing 

193- 4 

fastnesses 

48- 3 

expression 

48- 3 

fat 

26- 4 

extend 

28- 6 

fate 

28- 6 

extended 

75- 1 

father 

57- 4 


fathers 

fatigued 

fault 

faults 

favor 

favorable 

favorably 

favored 

favorite 

favors 

fear 

feared 

feature 

featured 

features 

February 

(Feb) 

federal 

fee 

feeble 

feed 

feel 

feeling 

feelings 

feels 

fees 

feet 

fell 

fellow 

fellows 

felt 

fence 

ferns 

ferry 

fever 

few 

fewer 

fibers 

field 

fields 

fifteen 

fifteenth 

fifth 

fifty 

fight 

fighting 

figure 

figured 

figures 

figuring 

filed 

files 

filing 

fill 

filled 

filling 

final 


Word index 


185 


44- 2 

finally 

39- 4 

fond 

206- 4 

236-10 

finances 

35- 6 

food 

48-13 

134- 5 

financial 

60- 9 

fool 

38- 1 

86- 7 

find 

37- 2 

foolish 

32-14 

87- 2 

finding 

192- 5 

foolishness 

26- 5 

87- 2 

finds 

59- 6 

foot 

26- 3 

42- 1 

fine 

94- 1 

foot (ft) 

134- 2 

122- 1 

finely 

35- 6 

football 

208- 2 

196- 1 

finer 

30- 7 

for 

134- 8 

136- 6 

finest 

44- 2 

force 

137- 1 

185- 5 

finger 

57-10 

forced 

28- 6 

144- 4 

fingers 

138- 4 

forces 

92- 7 

60- 5 

finish 

34- 2 

foreign 

86- 8 

37- 2 

finished 

145- 2 

foreman 

87- 3 

56- 9 

fire 

160- 8 

foresee 

87- 3 

48-12 

fire-proof 

159- 4 

forest 

87- 3 

26- 7 

firm 

36- 4 

forever 

63- 9 

182- 1 

firmness 

36- 4 

forget 

30- 7 

38- 3 

first 

38- 6 

forgive 

26- 5 

89- 6 

first-hand 

36- 4 

forgot 

60- 4 

37- 2 

fish 

36- 4 

forgotten 

94- 1 

148- 8 

Fisher 

102- 8 

form 

51- 1 

210- 5 

Fiske 

103- 4 

formal 

67- 6 

48- 4 

fit 

214- 1 

formation 

38- 3 

165- 4 

Fitchburg 

225- 7 

formed 

38— 6 

196- 2 

fittest 

103- 4 

former 

48- 4 

183- 1 

fitting 

103- 4 

formerly 

189- 8 

89— 2 

five 

103- 5 

forms 

222-14 

48- 6 

fix 

110- 7 

Fort Dodge 

34- 1 

26- 7 

fixed 

31- 1 

forth 

69- 1 

92- 5 

fixes 

143- 2 

Fort Leaven¬ 

35-14 

179- 2 

flag 


worth 

52- 5 

49- 4 

fiat 

110- 1 

Fort 

26- 5 

185-11 

flats 


Madison 

48- 4 

55- 4 

flattery 

165- 6 

Fort Scott 

214- 5 

92- 7 

(flee) 

113- 3 

Fort Wayne 

134- 8 

106- 5 

Flint 

113- 4 

Fort Worth 

172- 4 

82-10 

flood 

119- 2 

fortunate 

172- 5 

35-13 

floods 

119- 2 

fortunately 

86- 2 

42- 5 

floor 

51- 3 

fortune 

159- 1 

66- 2 

Florence 

31- 1 

forty 

86- 8 

105- 1 

Florida (Fla) 

54- 2 

forward 

87- 3 

86- 4 

flour 

83- 7 

forwarded 

51- 3 

180- 4 

flourish 

54- 2 

forwarding 


37- 4 

flourishing 

183- 7 

fought 


86- 4 

flower 

86- 8 

found 

77- 1 

52- 2 

flowers 

86- 5 

foundation 

92- 1 

221- 3 

fluctuations 

120- 1 

founder 

30- 5 

77- 3 

fly 

30- 7 

four 

132- 3 

81- 1 

fob 

182- 8 

fourscore 

77-12 

66- 1 

fold 

154— 5 

fourteen 

94- 1 

100- 4 

folders 

31- 1 

fourth 

94- 4 

50— 6 

folk 

30- 5 

frame 

110- 5 

75- 4 

folks 

109- 2 

Framingham 

26- 5 

86- 7 

follow 

132- 3 

Frances 

26- 3 

87- 2 

followed 

141- 4 

Francis 

44- 6 

87- 3 

following 

93- 2 

francs 

193- 1 

87- 3 

follows 

44- 5 

frank 

194-10 


Franklin 

frankly 

fraternity 

Fred 

free 

freedom 

freight 

French 

frequent 

frequently 

fresh 

Friday 

friend 

friendly 

friends 

friendship 

(fro) 

from 

front 

fruit 

ft 

fuel 

fulfil 

full 

fully 

fun 

function 

functions 

fund 

fundamental 

funds 

funeral 

funny 

fur 

furnaces 

furnish 

furnished 

furnishing 

furniture 

furry 

further 

furthermore 

future 


K 

G 

gage 

gain 

gained 

gale 

gallon (gal) 

gallons 

Galveston 

game 

games 

garage 

Garcia 

Garcias 
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48- 6 
164— 4 

28- 2 
54- 1 
231-10 

33- 9 

54— 8 
97- 2 

55- 1 
221 - 2 

49- 9 

34- 1 
132- 3 
134-10 
137— 1 
101 - 1 

143- 14 
88- 9 

15 0- 3 
67- 6 
105- 2 

36- 2 
28- 2 
48— 7 
182- 7 

144- 2 

73- 2 
111 - 1 
111- 4 

38- 3 
38- 6 
38— 6 
38- 6 
38- 3 
38- 6 
48- 8 
86 - 2 

30- 7 

35- 6 

31- 1 
31- 1 
76- 4 

136- 6 
134- 3 

33- 3 
38— 3 
46- 3 
54- 3 
38- 6 
66-11 
59- 1 

34- 2 

74- 6 
181- 8 

74- 6 
181- 7 


garden 

Gary 

gas 

gate 

gathers 

gave 

general 

General 

(Gen) 

generally 

generation 

generous 

generously 

genius 

gentleman 

gentlemen 

Gentelmen 

genuine 

geographical 

geography 

George 

Georgia 

(Ga) 

get 

gets 

getting 

Gettysburg 

gift 

gifts 

girl 

girls 

give 

given 

gives 

giving 

glad 

gladly 

glass 

glorious 

go 

God 

goes 

going 

gold 

golden 

golf 

gone 

good 

good-by 

goodness 

goods 

gossip 

got 

gotten 

govern 

governed 

government 

governments 


97- 1 

governor 

(Gov) 

72- 2 

Grace 

48- 4 

grade 

48- 8 

grades 

225- 7 

gradually 

83- 3 

graduate 

8 4- 5 

graduates 

121- 3 

graduating 

84- 1 

graduation 

49- 9 

grain 

94- X 

gram 

155- 3 

grams 

28- 3 

grand 

184— 5 

grandeur 

26— 3 

grandma 

113- 4 

Grand 

Rapids 

30- 5 

grant 

27- 2 

granted 

34- 6 

grants 

200- 7 

(grape) 

30- 5 

grass 

38- 7 

grateful 

228— 3 

gratifying 

8 0- 3 

gratitude 

132- 3 

grave 

28— 6 

gray 

38- 3 

great 

38- 7 

greater 

38- 7 

greatest 

38- 7 
143-12 

greatly 

Greek 

48- 8 

green 

98- 1 

Greene 

81-10 

Greenland 

109- 3 

Greensboro 

136- 9 

great 

103-13 

grew 

218- 2 

grim 

222- 5 

grocer 

212- 6 

grocers 

185-11 

(gropes) 

132- 1 

gross (gr) 

5 0- 3 

ground 

52- 6 

grounds 

60- 4 

group 

92-12 

groups 

77- 3 

grow 

46- 4 

growing 

233- 1 

grown 

224-11 

growth 

105- 7 

Guam 

49- 4 

guarantee 

26“ 4 

guard 

86- 1 

guardian 

93- 3 

guards 

48- 1 

guess 

26- 4 

guessed 


231- 9 

guesswork 

26- 4 

guest 

32-12 

guests 

88-14 

guide 

88-12 

guides 

132- 3 

guilty 

227- 8 

gym 

227- 5 

gymnasium 

227-13 

gymnasiums 

h 

77- 1 

H 

4- 3 

ha 

4- 4 

habit 

38- 3 

habits 

6- 4 

had 

17- 7 

hadn’t 

24- 3 

hair 

.26- 2 

half 

195- 1 

half-hearted 

34-10 

halfway 

133- 2 

Halifax 

35- 7 

hall 

183- 3 

hallow 

82- 1 

Hamilton 

25- 1 

hammer 

86- 8 

hand 

87- 4 

handed 

99- 5 

handker¬ 

chief 

100- 7 

handker¬ 

chiefs 

87- 4 

handle 

87- 4 

handled 

87- 4 

handling 

87- 4 

hands 

22- 6 

handsome 

87- 4 

handy 

4- 2 

hang 

11- 2 

hanged 

24- 5 

happen 

10- 7 

happened 

22- 5 

happens 

53— 3 

happiness 

8- 2 
11- 2 

hard 

70- 9 

hardest 

11- 2 

hardly 

130- 4 

hardware 

14- 4 

harm 

10- 6 

harp 

80- 9 

Harris 

109- 1 

Harrisburg 

16-10 

Harry 

93- 9 

Hartford 

54- 2 

harvesting 

22- 8 

has 

17- 8 

hasn’t 

20- 6 

haste 


Word index 187 


4- 1 

hat 

46- 4 

herself 

34- 2 

hospital 

14- 4 

hatch 

192- 6 

he’s 

179- 5 

hostile 

6- 3 

hatchet 

18- 3 

hestitate 

46- 5 

hot 

5- 9 

hatchway 

8- 7 

hid 

51- 2 

hotel 

4- 2 

hate 

55-11 

hidden 

14- 6 

hour 

132- 4 

hated 

168-14 

Higginson 

122- 1 

hourly 

184^10 

(hates) 

42- 1 

high 

28- 7 

hours 

6- 4 

have 

216- 2 

high-class 

79- 1 

house (n) 

23- 3 

haven’t 

86- 1 

higher 

79- 1 

house (v) 

29- 2 

having 

52- 5 

highest 

86- 5 

household 

105- 7 

Hawaii 

77- 3 

highly 

50- 4 

houses 

5- 1 

hay 

163- 2 

hiking 

113- 4 

Houston 

21- 1 

Ha&el 

24- 4 

hill 

49- 2 

how 

6- 5 

he 

22- 7 

hills 

114- 9 

Howard 

4- 4 

head 

9- 2 

him 

54- 8 

however 

4-13 

headache 

45- 1 

himself 

94- 1 

hr 

72-11 

heading 

218-10 

hindrances 

177- 5 

Hubbard 

20- 5 

heads 

66- 9 

hints 

49- 4 

hug 

26- 5 

health 

76- 1 

hire 

68- 8 

Hughes 

45- 3 

healthy 

190-14 

hiring 

50- 4 

human 

14- 3 

heap 

18- 1 

his 

34- 5 

humble 

130- 1 

heaps 

19- 2 

history 

58— 1 

humbly 

10- 2 

hear 

4_ 4 

hit 

86- 8 

hundred 

14- 1 

heard 

67- 1 

hoarse 

89- 1 

hundreds 

163- 7 

hearing 

158- 5 

Hodges 

191- 1 

hundredth 

11- 2 

heart 

59- 6 

hog 

132— 1 

hundred¬ 

15- 1 

heartily 

42- 5 

hold 


weight (cwt) 

20- 3 

hearts 

75- 5 

holding 

32- 2 

hung 

11- 2 

hearty 

205-12 

holding's 

74- 4 

hungry 

14- 2 

heat 

123-10 

holds 

16- 2 

Hunter 

28- 6 

heaven 

85 - 1 

hole 

107- 5 

Hunter’s 

28- 2 

heavy 

45- 3 

holiday 

12-14 

hurry 

126- 1 

hectare 

109- 3 

Hollywood 

14- 2 

hurt 

6- 2 

heed 

121- 7 

Holmes 

45- 6 

hurts 

136- 6 

height 

48- 9 

home 

37- 7 

husband 

12- 1 

held 

56-12 

homes 

220- 7 

hydro¬ 

16-11 

Helen 

54- 7 

homesick 


electric 

77- 3 

hello 

81- 2 

homogene¬ 

37- 3 

hymn-book 

10- 6 

24- 7 

help 

helped 

59- 6 

ous 

honest 


i 

88-14 

helpful 

helping 

38- 1 

honestly 

77- 1 

I (initial) 

49- 9 

46- 7 

honesty 

41- 2 

I (pronoun) 

75- 1 

helpless 

25- 3 

honey 

44- 2 

ice 

71- 1 

helplessly 

35- 2 

honor 

48- 3 

icy 

I’d 

38- 3 

helps 

97- 1 

Honorable 

172- 5 

130- 2 

hen 


(Hon) 

77-14 

Ida 

38- 6 

hence 

183- 9 

honored 

105- 2 

Idaho 

153- 5 

Henderson 

195- 2 

hook 

50- 2 

idea 

148- 8 

Henry 

78- 8 

hope 

52- 3 

ideal 

12- 5 

her 

79- 2 

hoped 

216- 9 

ideally 

11-11 

Herald 

219- 1 

hopeful 

217- 2 

ideals 

11-11 

Herbert 

79- 3 

hopes 

86- 3 

ideas 

10- 2 

here 

79- 3 

hoping 

196- 7 

idiotic 

149- 6 

hereafter 

83- 8 

Hopkins 

35-11 

if 

37- 1 

herto 

189- 2 

Horace 

56- 8 

ignorance 

37- 1 

heretofore 

67- 1 

horse 

54- 7 

I’ll 

37- 1 

herewith 

38- 1 

horses 

24- 3 

ill 

20- 7 

hers 

50- 6 

hose 

105- 2 

Illinois (Ill) 
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53 - 3 illness 
47- 5 I'm 
192- 8 imaginary 
91-1 imagination 
91- 1 imagine 
194_13 imbecility 

180- 7 imitate 

55 - 4 imitation 
99 - 5 immediate 

100 - 1 immediately 
15- 5 immense 
123- 1 impartially 
84- 8 impatient 

181- 3 impel 
111 - 1 importance 
111 - 1 important 
165- 9 imported 

91- 4 impossible 
86 - 2 impress 
86 - 6 impressed 
84- 8 impression 
86 - 3 impressions 
86 - 1 improve 

93 - 7 improved 
84- 8 improve¬ 
ment 

86 - 2 improve¬ 
ments 

150- 3 improving 
86 - 3 impulse 
6 - 5 in 
60- 9 inability 

34- 4 inaction 
57 - 2 inanimate 
37 - 1 inasmuch 

194- 14 inattention 
226- 9 inaugurated 
134- 2 Inc 

195- 5 incapacity 

94- 1 inch 

94- 4 inches 
77- 3 inclined 

72- 1 inclose 
72- 1 inclosed 
72- 1 inclosing 
72- 1 inclosure 

34 - 3 include 
59- 7 included 
38- 1 includes 

35 - % including 
134- 3 inclusive 

36- 2 income 
42- 7 incompar¬ 
able 

196- 1 incompetent 
68- 1 inconsistent 
84- 1 inconven¬ 
ience 


84- 1 inconven¬ 

ienced 

40- 9 increase 
35 - 7 increased 
39 - 4 increasing 

85- 2 increasingly 
100-11 indebted¬ 
ness 

111 - 1 indeed 
149-12 indefinite 
181- 8 Iiiclepeiid- 

134-10 independent 
202- 3 indexed 
105- 2 Indiana 
(Ind) 

113- 4 Indianapolis 
35- 2 indicate 
60- 4 indicated 
200- 4 indications 
194-14 indifference 
134-10 individual 

229- 3 individuals 
196-11 individuals 

52- 6 industrial 
211- 9 industrious 
134- 6 industry 
220-13 inexhaust - 
ible 

105- 3 inferior 
143- 6 infirmity 
134r- 5 influence 

230- 7 influenced 
103- 5 inform 

54 - 8 information 
103- 5 informed 
103- 5 informing 
233- 3 infringed 
192-10 inheritance 
34- 4 initial 
51- 1 initiation 
82- 1 initiative 
34r- 3 injury 
87- 6 ink 
57 - 2 inner 
224-10 inorganic 
54- 7 inquire 
172- 5 inquiries 
138- 1 inquiring 
134-10 inquiry 
121 - 1 insert 
46- 4 inside 
35- 7 insist 
46- 9 inspection 
80- 6 inspector 
143-13 inspiring 
170- 3 inst 
65- 2 install 


158- 1 installation 
57 - 5 installed 
59 - 7 instance 

35- 3 instant 
1 H- 1 instead 
222 - 6 instinct 

51 - 3 institute 
181-7 instituted 
86- 5 institution 
222-13 institutions 
144_ 3 instruct 

73- 2 instructed 

56- 7 instruction 
35- 2 instructions 
100 - 6 instructor 
50- 6 instrument 
236-12 instruments 
206- 8 insulated 
134- 2 insurance 
181-10 insure 

95- 4 insured 
193- 3 Insurgents 
217 - 7 integrity 
228- 9 intellectual 
137- 1 intelligence 
134-11 intelligent 

34 - 3 intend 
40- 2 intended 

177- 6 intends 

35- 7 intention 
231- 4 interchange 
231- 2 interde¬ 
pendent 

46- 7 Interest 

47- 1 interested 
47 - 1 interesting 
47- 1 interests 

121- 3 interfere 
219-12 interference 
76- 4 internal 
76- 4 interna¬ 
tional 

223- 8 intervention 

86 - 5 interview 
214-13 interviewed 

36- 2 into 
68-12 introduce 
5 &~ 6 introduced 
214- 3 invariable 

57- I invent 
63- 2 invention 
218-12 inventors 

87- 6 inventory 
134-5 investigate 
203-12 investigated 
134— 5 investiga¬ 
tion 

107- 1 investment 


107- 1 

investments 

203- 5 

investors 

34- 3 

invitation 

61- 1 

invite 

44- 3 

invited 

68 - 7 

invites 

134- 3 

invoice 

107- 1 

invoices 

38- 2 

involved 

105- 2 

Iowa 

52- 3 

iron 

22 - 8 

is 

193-14 

Island 

17- 8 

isn’t 

188- 4 

Israel 

33- 5 

issue 

40- 3 

issued 

5- 1 

it 

44-10 

Italy 

6 - 3 

itch 

42- 5 

Item 

138- 1 

itemized 

75- 5 

items 

191- 1 

{it'll) 

189- 5 

it's 

18- 6 

its 

48- 5 

itself 

87- 6 

I've 

77- 1 

j 

J 

141-11 

Jack 

77- 3 

Jackson 

113- 4 

Jacksonville 

70- 1 

jail 

88 - 7 

James 

78- I 

Janet 

92- 8 

January 

(Jan) 

30- 5 

jealous 

113- 4 

Jersey City 

32-10 

Jim 

33- 3 
97- 3 

job 

John 

82- 5 

Johnson 

110 - 6 

Johnston 

105— 5 

Johnstown 

50- 6 

join 

52- 6 

joined 

86 - 5 

joint 

61- 1 

joke 

211- 4 

Joseph 

49- 9 

journal 

30- 5 

journey 

49™ 2 

joy 

3 2- 2 

judge 

97- 1 

Judge 

93- 3 

judged 


Word index 


43- 3 judgment 
200- 7 (juice) 

132- 3 Julia 
92- 8 July (Jul) 
132- 4 jump 
92- 8 June (Jun) 
193-13 jungle 
144— 3 junior 
38- 4 just 
38- 7 justice 
150- 6 justification 
56- 6 justified 
138- 1 justify 
38- 7 justly 

k 

77- 1 K 
105- 2 Kansas 
(Kans) 

113- 5 Kansas City 

5- 2 Kate 

97- 4 Katharine 
72- 3 keen 
4- 3 keep 
188- 5 keeper 
188- 4 keepeth 
28- 2 keeping 
18- 6 keeps 
115- 9 Kendall 
105- 2 Kentucky 
(Ky) 

143- 1 Kenwood 

74- 1 kept 
* 5- 9 key 
185- 8 Khayyam 

6 - 1 kick 
14- 3 kicked 

14- 1 kid 

11 - 1 kidney 

37- 8 kids 

15- 2 kill 

12- 4 killed 
126- 1 kilogram 

(kg) 

126- 1 kilometer 
(km) 

130- 2 kin 

86 - 8 kind 

54- 5 kindergar¬ 
ten 

87- 5 kindest 
87- 5 kindly 
87- 5 kindness 
87- 5 kinds 

6 - 1 king 
188-14 kings 
172- 5 kiss 
172 - 6 kisses 


189 


8 - 5 

Kit 

16- 9 

kitchen 

5- 5 

kitty 

49- 1 

knew 

15- 1 

know 

29- 2 

knowing 

91- 1 

knowledge 

39- 4 

known 

38- 7 

knows 

113- 5 

Knoxville 

77- 1 

I 

L 

32-13 

labels 

13- 3 

labor 

186- 9 

laboring 

133- 2 

Labrador 

37- 5 

lace 

16- 8 

lack 

37- 3 

ladies 

81- 1 

lading 

24“ 2 

lady 

46- 1 

lag 

24r- 4 

laid 

16- 4 

lake 

44- 7 

Lake Placid 

24- 6 

lakes 

19- 1 

lamb 

9- 1 

lame 

26- 5 

land 

193-11 

landed 

189-11 

lands 

74™ 6 

language 

130- 2 

lap 

34- 1 

lapse 

95- 1 

large 

95- 4 

largely 

95- 5 

larger 

95- 5 

largest 

20 - 1 

last 

182- 6 

lasting 

19- 2 

lastly 

12-10 

late 

12 - 2 

lately 

16-14 

later 

20- 3 

latest 

25- 1 

latter 

48- 8 

laugh 

49- 9 

laughed 

45- 4 

laughs 

39- 4 

laundry 

33- 5 

law 

60-10 

laws 

189-11 

lawsuit 

211-12 

lawyer 

24r- 3 

lay 

18- 4 

lazy 

04- 1 

lb 
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94- l lbs 
10- 5 lead 
IU— 5 leader 

187- 4 leadetli 
30- 5 leading 

65- 3 leads 
184— 8 leaf 

57— 1 league 
14- 1 learn 
25- 1 learned 
49- 9 learning 

37- 4 lease 

2 ft- 1 least 
46- 4 leather 

95- 1 leave 
95- 5 leaves 
95— 5 leaving 
52— 4 lecture 
56- 9 lectures 
34- 5 led 

51- 11 ledger 
73- 1 left 
30- 1 leg 

3 ft— 6 legal 

66- 11 legends 
234-3 legislative 
134— 5 legislature 

61- 1 leisure 
38« 3 length 

27- % lengths 

38- 4 less 
38- 6 lesson 
22- 5 lessons 
14- 5 let 

106- 7 let’s 
14- 5 letter 

28- 7 letters 

29- 2 letting 
222- 4 level 
1G5- 4 Lewiston 
109- 2 Lexington 

52- 0 liability 
160- 1 liable 

14r- 3 liberal 
14- 2 liberty 
76- 4 library 
41- 2 lie 
138- 1 lies 
97- 3 Lieutenant 
(Lt) 

43- 1 life 
185- 1 life's 


77- 3 lighting 
61-1 lights 
75- 1 like 
44- 2 liked 


likely 

33- 3 

lot 

likes 

59- 4 

lots 

limit 

132- 3 

Louise 

limited 

105- 2 

Louisiana 

limits 


(La) 

Lincoln 

113- 5 

Louisville 

Lincoln’s 

48- 1 

love 

line 

49“ 5 

loved 

line-up 

26“ 5 

lovely 

lines 

26- 4 

lover 

list 

132- 4 

loves 

listed 

3ft- 1 

loving 

listen 

150- 1 

lovingly 

(listing) 

41- 2 

low 

lists 

143- 7 

Lowell 

liter 

52- 2 

lower 

literary 

138- 7 

lowering 

literature 

86- 3 

lowest 

little 

194— 8 

loyal 

live 

179- 8 

loyalty 

lived 

13- 1 

luck 

lively 

14- 3 

lucky 

lives (n) 

65- 9 

luggage 

lives (v) 

11- 8 

lumber 

living 

2a— 2 

lunch 

load 

12-13 

luncheon 

loaded 

185- 6 

lure 

loads 

196- 7 

lurking 

loan 

164- 6 

Lynn 

loans 



local 


m 

locate 

77- 1 

M 

locality 

10- 4 

ma 

located 

98- 1 

Macdonald 

locating 

98- 1 

MacDonald 

location 

48- 4 

machine 

loch 

26- 4 

machinery 

lodge 

30- 6 

machines 

London 

132- 4 

Mackenzie 

lonely 

99- 2 

MacKenzie 

lonesome 

10- 4 

mad 

long 

39- 3 

(Madam) 

Long Beach 

16- 2 

made 

longer 

21- 2 

madman 

look 

91- 1 

magazine 

looked 

202- 5 

magazines 

looking 

24- 1 

maid 

looks 

9- 2 

mail 

loom 

22-10 

mailed 

loose 

51-12 

mailing 

lord 

32-12 

main 

Lord 

44- 2 

Maine 

Lorimer 

24— 8 

maintain 

Los Angeles 

214- 9 

mainte¬ 

lose 


nance 

loss 

120- 6 

maintained 

losses 

35- 3 

maintaining 

lost 

97- 2 

Major (Maj) 





76- 4 

87- 6 

9- 2 

35- 1 

235- 1 

182- 6 

189- 7 

54- 9 

88- 3 

55- 1 

22 - 2 

48- 8 

21 - 1 

210- 9 

38- 2 

94- 1 

14- 4 

74- 6 

95- 1 

48- 4 

30- 1 

138- 1 

178- 4 

27- 2 

27- 3 

41- 1 

208-14 

61- 1 

44- 3 

223- 3 

42- 5 

75- 5 

222 - 8 

48-10 

201- 4 

44- 3 

44- 6 

134- 4 

133- 3 

138- 1 

76- 4 

59- 1 

106- 5 

73- 3 

33- 3 

59- 4 

59- 1 

34- 2 

186- 2 

60- 4 

77- 6 

187- 1 

78- 8 

113- 5 

59- 8 

33- 6 

134- 6 

59- 4 


Word index 
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38- 2 majority 
9- 2 make 
146- 7 makers 
18- 6 makes 
187- 3 maketh 
57- 2 making 
182- 1 malice 
13- 2 mama 
10-2 man 
37-4 manage 
46- 1 managed 
78- 2 manage¬ 
ment 

74- 6 manager 
82- 5 managers 
145- 6 managing 
109- 3 Manchester 
133-1 Manitoba 
(Man) 

181- 2 mankind 
21- 2 manly 

21- 12 manner 

22- 7 manners 
40- 6 man’s 

119- 2 manufac¬ 

ture 

120- 9 manufac¬ 

tured 

119- 4 manufac¬ 
turers 

119- 5 manufac¬ 
turing 

10- 2 many 

11- 1 map 

27- 4 maple 
24- 3 maps 
15-1 mar 

92- 8 March (Mar) 
34- 9 Marcy 
97- 4 Margaret 
$5-13 margin 
99-1 Marian 
132- 4 Marion 
132 - 3 Marjorie 
49- 5 mark 

28- 3 marked 
111- 2 market 
109- 3 Marlboro 

60- 5 marriage 

12- 11 married 
130- 1 marry 

51- 2 Martha 
80- 4 Martin 
62- 6 martyr 
230-4 marvelous 
12-6 Mary 
105- 3 Maryland 
(Md) 


105- 3 

Massachu¬ 
setts (Mass) 

224- 8 

mass 

35- 5 

master 

19- 2 

masters 

130- 1 

match 

18- 6 

matches 

99- 5 

material 

100- 2 

materially 

100- 2 

materials 

46- 7 

matter 

178- 1 

matters 

52-14 

maximum 

166- 5 

Maxwell 

1ft- 2 

may 

92- a 

May 

15- 3 

maybe 

195— 3 

mayhap 

98- 1 

McDonald 

132- 4 

McKenzie 

194- 3 

McKinley 

24- I 

me 

109- 1 

Meadville 

15- 1 

meal 

10- 4 

mean 

49-10 

meaning 

22- 2 

means 

24- 6 

meant 

37- 1 

meantime 

115-10 

meanwhile 

44- 5 

measure 

57- 1 

measures 

1.0- 3 

meat 

206-11 

mechanical 

37— 1 

mechanism 

33-13 

medical 

18- 4 

medicine 

229- 7 

medieval 

52- 6 

medium 

1ft- 3 

meet 

28- 1 

meeting 

27- 3 

meetings 

20- 3 

meets 

74- 6 

member 

75- 2 

members 

75- 2 

membership 

138- 2 

memo 

134-11 

memoran¬ 

dum 

51- 2 

memory 

106- 6 

Memphis 

11- 1 

men 

4ft- 6 

men's 

130-* 5 

mental 

21- 3 

mention 

23- Z 

mentioned 

93-12 

menu 

134- 2 

merchandise 


189- 1 

merchant 

130- 5 

mercy 

10— 5 

mere 

12- 2 

merely 

130- 2 

merit 

19- 1 

merry 

60- 5 

message 

60- 1 

messages 

101- 1 

Messrs 

10- 4 

met 

13- 3 

metal 

225- 9 

metamor¬ 

phose 

94- 1 

meter (m) 

94- 4 

meters 

34- 2 

method 

30- 6 

methods 

164- 6 

Miami 

105- 3 

Michigan 

(Mich) 

14- 3 

mid 

11- 1 

midday 

22- 8 

middle 

15- 5 

midst 

170- 9 

Midwestern 

67- 7 

midwinter 

41- 2 

might 

44- 3 

mighty 

77- 4 

mile 

132- 1 

mile (mi) 

42- 5 

miles 

13- 3 

military 

11- 1 

milk 

11- 3 

mill 

31- 3 

Miller 

126- 1 

milligram 

(mg) 

milliliter 

126- 1 

126- 1 

millimeter 

(mm) 

73- 3 

million 

144- 4 

millions 

38- 9 

mills 

83- 4 

Milton 

113- 5 

Milwaukee 

42- 1 

mind 

61- 2 

minds 

75- 5 

mine 

208-12 

mines 

11- 9 

minimum 

15- 2 

minister 

35- 1 

ministers 

113- 5 

Minneapolis 

105- 3 

Minnesota 

(Minn) 

78- 8 

minute 

79- 3 

minutes 

195- 4 

miracle 


















192 Script Shorthand Teacher 


76- 4 

miscellan¬ 

93- 8 

motors 

24- 1 

near 


eous 

52- 7 

mountain 

219- 4 

nearer 

60-10 

miserable 

85- 4 

mountains 

130- 2 

nearest 

37- 2 

miss 

67- 1 

mourning 

11- 1 

nearly 

132- 1 

Miss 

177- 3 

mousetrap 

105- 4 

Nebraska 

20- 2 

missed 

85- 5 

mouth 


(Nebr) 

132- 4 

missing 

34- 2 

move 

111- 4 

necessarily 

70- 3 

mission 

59- 8 

moved 

111- 2 

necessary 

21- 3 

missionary 

77- 4 

movement 

111- 4 

necessity 

105- 3 

Mississippi 

185- 5 

moves 

15- 1 

neck 


(Miss) 

39- 4 

movies 

16-12 

need 

196- 6 

missive 

35- 3 

moving 

28- 3 

needed 

105- 3 

Missouri 

132- 1 

Mr 

71- 1 

needles 


(Mo) 

132- 1 

Mrs 

71- 1 

needless 

119- 2 

mistake 

108- 1 

MS 

18- 6 

needs 

119- 5 

mistaken 

143- 2 

Mt McKinley 

33-10 

needy 

231- 9 

mistakes 

110- 1 

Mt Vernon 

74- 2 

neglect 

70- 4 

mistreat 

13- 1 

much 

144- 2 

neglected 

185-11 

misty 

14- 3 

mud 

15- 2 

neighbor 

47- 1 

misunder¬ 

221-11 

municipal 

38- 2 

neighborhood 


standing 

230-11 

multiply 

82- 9 

neighboring 

168-11 

misunder¬ 

12- 5 

murmur 

215- 7 

neighbors 


stood 

185- 2 

muscle 

44- 3 

neither 

38- 1 

mix 

184-10 

muse 

30- 1 

nervous 

22- 6 

mixed 

143- 9 

museum 

24- 3 

net 

38- 1 

mixes 

56-10 

music 

87- 3 

neutral 

46- 9 

model 

22- 8 

must 

105- 4 

Nevada 

62- 7 

models 

29- 4 

mustn’t 


(Nev) 

35- 7 

modern 

54- 4 

mutual 

95- 1 

never 

150- 4 

modification 

216- 7 

mutually 

115- 3 

nevertheless 

76- 1 

moment 

75- 1 

my 

49- 1 

new 

92- 7 

14- 1 

Monday 

money 

45- 1 

myself 

106- 4 
113- 6 

Newark 

New Bedford 

105- 3 

Montana 

(Mont) 

77- 1 

n 

N 

132- 3 

New Bruns¬ 
wick (NB) 

14- 5 

month 

9- 1 

name 

109- 1 

Newburgh 

29- 4 

monthly 

12- 3 

named 

132- 2 

New England 

28- 7 

months 

11- 1 

namely 

name’s 

226- 9 

newest 

133- 3 

Montreal 

187- 5 

133- 2 

Newfound¬ 

39- 4 

mood 

20- 8 

names 


land 

35- 7 

moon 

24- 4 

nap 

105- 4 

New Hamp¬ 

195- 5 

moral 

212- 2 

Naphtha 


shire (NH) 

78- 8 

more 

113- 6 

Nashville 

113- 6 

New Haven 

213- 3 

moreover 

21- 2 

nation 

105- 4 

New Jersey 

40- 7 

Morgan 

21- 2 

national 


(NJ) 

33- 4 

morning 

56- 1 

National 

105- 4 

New Mexico 

146- 1 

(morning’s) 

179- 7 

nationality 


(N Mex) 

160- 6 

Morris 

101-11 

nationally 

113- 6 

New Orleans 

37- 3 

mortgage 

182- 3 

nation’s 

109- 1 

Newport 

65- 4 

mosses 

130- 5 

nations 

50- 4 

news 

22- 8 

most 

81-10 

native 

134- 8 

newspaper 

29- 4 

mostly 

51- 3 

natural 

172- 6 

newspapers 

43- 3 

mother 

67-10 

naturally 

109- 2 

Newton 

236- 2 

motherland 

52- 2 

nature 

113- 6 

New York 

138- 2 

mother’s 

181- 1 

nature’s 


(city) 

78- 4 

motion 

49-10 

navy 

110- 1 

New York 

46- 4 

motor 

48- 5 

nay 


City 


Word index 
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105- 4 

New York 

35-10 

nurses 

22- 8 

(NY—st^te) 

45-13 

nursing 

next 

25- 3 

nut 

42- 2 

nice 

55- 8 

nuts 

76- 5 
18- 5 

nicely 

niece 


0 

184- 5 

nigh 

77- 2 

O 

75- 1 

night 

57- 3 

Oakland 

46— 4 

nights 

220- 3 

obedience 

154- 1 

nine 

74- 1 

object 

14- 5 

no 

60-10 

objection 

94— 1 

No. 

139- 6 

objective 

77- 6 

noble 

218- 7 

objects 

183- 8 

nobly 

134- 4 

obligation 

85— 2 

nobody 

39- 4 

obligations 

49- 1 

noise 

134-11 

oblige 

81- 8 

Nome 

m- 6 

obliged 

25- 2 

none 

178- 2 

obscure 

59- 8 

noon 

94-10 

observation 

35— 3 

nor 

38- 2 

observe 

164- 5 

Norfolk 

56- 3 

observed 

59- 8 

normal 

218- 5 

obstacles 

35- 3 

north 

59- 8 

obtain 

132- 2 

North Amer¬ 

35- 7 

obtained 

105- 4 

ica 

134— 4 

obtaining 

North Caro¬ 

220- 1 

obviate 

105- 4 

lina (N Car) 

35- 3 

occasion 

North Dakota 

39- 5 

occasional 

142- 2 

(N Dak) 

60-10 

occasionally 

Northampton 

134- 4 

occasions 

133- 2 

northern 

216- 4 

occupancy 

133- 1 

Northwest 

86- 6 

occupied 


Territories 

39- 5 

occur 

115-12 

(NWT) 

56- 9 

occurred 

Norwood 

77-10 

ocean 

61- 2 

nose 

134- 4 

occurs 

14— 5 

not 

80" 2 

o'clock 

79- 3 

notation 

93- 8 

October 

78— 8 

note 


(Oct) 

79- 3 

noted 

33- 1 

odd 

79- 3 

notes 

6- 5 

of 

47— 1 

nothing 

59- 1 

off 

79- 4 

notice 

33- 4 

offer 

79- 4 

noticed 

60- 1 

offered 

86- 4 

notification 

37- 5 

offering 

79— 4 

notified 

213- 3 

offers 

79- 4 

notify 

59- 2 

office 

138— 2 

notion 

38- 3 

officer 

132- 3 

Nova Scotia 

35- 3 

officers 

92- 8 

(NS) 

60-10 

offices 

November 

37- 5 

official 

49- 1 

(Nov) 

40- 3 

officials 

now 

33- 6 

often 

38- 4 

number 

41- 2 

oh 

38- 7 

numbered 

105- 5 

Ohio 

39— 1 

numbers 

85- 2 

oil 

50— 7 

numerous 

193-10 

oilskin 

36— 1 

nurse 

81- 1 

O K 


81- 3 
U4r- 3 

105- 5 

113- 6 

42- 2 
77- 4 

106- 6 
185- 8 
206-11 

46- 5 
14- 6 
20 - 8 

13- 1 
210-13 

90- 2 
22 - 6 
20 - 8 
38- 4 
132- 3 

36- 2 
42- 2 

44- 3 
185- 9 

75- 5 
223- 7 

38- 2 
134- 5 

60-10 

45- 11 

60- 7 

45- 4 

73- 3 

74- 3 

203- 11 
55— 1 
54- 9 
51- 2 

204- 8 
227-13 
215- 2 

14- 6 

39- 1 

40- 5 
181-13 

46- 7 

47- 2 
47- 2 

217- 3 
47- 2 
60- 1 
105- 5 

134-11 

134-11 


O K’d 

O King 

Oklahoma 

(Okla) 

Oklahoma 

City 

old 

older 

Omaha 

Omar 

omit 

omitted 

on 

once 

one 

one-copy 

one-half 

one’s 

ones 

only 

Ontario 

(Ont) 

onto 

open 

opened 

openefch 

opening 

opens 

operate 

operated 

operating 

operating- 

room 

operation 

operations 

opinion 

opinions 

opportune 

opportunities 

opportunity 

opposite 

opposition 

optional 

options 

or 

orange 

orchestra 

ordain 

order 

ordered 

ordering 

orderly 

orders 

ordinary 

Oregon 

(Or eg) 

organization 

organize 
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180-10 

organized 

228-11 

origin 

91- 1 

original 

179-10 

originality 

91- 4 

originally 

224r- 6 

originates 

182- 5 

orphan 

46- 7 

other 

47- 2 

others 

47- 2 

otherwise 

133- 3 

Ottawa 

33- 1 

ought 

14- 6 

our 

28- 7 

ours 

45- 1 

ourselves 

54- 9 

out 

55- 2 

outfit 

55- 2 

outline 

55- 2 

outlined 

67- 7 

outlook 

55- 2 

outside 

55- 2 

outstanding 

26- 4 

oven 

46- 8 

over 

231-14 

overbind 

95- 5 

overcharge 

96-10 

overcharged 

56- 1 

overdue 

52- 1 

overlook 

86- 3 

overlooked 

68- 7 

overlooks 

231-13 

over-organi¬ 

zation 

47- 2 

oversight 

199- 7 

oversights 

41- 2 

owe 

70- 8 

Owen 

44- 3 

owing 

70- 5 

own 

61- 2 

owned 

136- 1 

owner 

88-14 

owners 

185-14 

Oxenham 


P 

77- 2 

P 

81- 2 

p m 

5— 1 

pa 

17- 2 

pace 

70 - 2 

Pachmann 

151- 7 

Pacific 

14- 2 

pack 

37- 2 

package 

60- 6 
145- 6 

packages 

Packard 

6— 1 

packed 

132- 4 

packing 

4-13 

pad 


Sl-13 padded 
26— 6 page 
49-1 pages 
2- 2 paid 

24- 4 pain 
20-8 pains 
IQ- 7 paint 
26- 4 painted 

10- 1 pair 

130- 1 pal 
37-1 pamphlet 

150-10 pamphlets 
130“ 2 pan 
6- 3 pang 

14- Z papa 
11“ 8 paper 
20- 7 papers 

107- 1 paragraph 
113“ 9 Paramount 
30— 7 parcel 

131- 1 parcel post 

25- 2 pardon 

15- 2 parents 
22-12 Paris 
37- 3 parish 

11- 1 park 

98- 2 Park (Pk> 
33- 5 parked 
11-11 Parker 

233- 5 parliament 
130- 5 parlor 
103- 1 part 

11- 1 partake 

132- 4 partial 
236-12 participates 

54- 9 particular 

55- 3 particularly 
55“ Z particulars 

103- 5 parties 
103- 5 partly 
222- 1 partners 
103- 5 parts 
103- 5 party 
37“ 2 pass 
204- 8 passage 

234- 3 passed 
90- 3 passengers 
49- 5 passing 
22- 9 past 
43-10 pastor 

187- 3 pastures 
5- Z Pat 
14“ 5 patch 

16- 1 patent 
114- 1 Paterson 

5S- 1 path 
187- 5 paths 
30- 6 patience 


49-10 patient 
180- 9 patiently 
45-12 patients 
54- 5 patriotism 
89-14 patron 
60- 6 patronage 

24- 11 patrons 
14- 3 pattern 

5- 1 Patty 
145- 4 Paul 

4- 2 pay 
60- 7 payable 
27- 3 paying 

43- 2 payment 
77- 4 payments 

158-11 pay-rolls 
17- 2 pays 

219- 4 Peabody 

182- 6 peace 

6- 2 peach 
31- 3 pearl 

8- 2 peck 

224- 9 peculiarities 

5- 5 peek 

6- 3 peep 
168- 8 Peerless 

30- 1 peg 
10- 4 pen 
227-10 penalty 
22-13 pencil 

44— 4 pencils 

105- 5 Pennsylvania 
(Pa) 

37- 2 pension 
99- 6 people 
191- 6 people’s 
100- 2 peoples 
114- 1 Peoria 

25- 2 per 

89- 2 per cent 
131- 2 percentage 
99- 6 perfect 
100- 2 perfectly 
195- 3 performs 
86— 9 perhaps 
218- 4 peril 
51- 1 period 
226- 3 periods 

183- 14 perish 

99- 6 permanent 
22- 6 permission 
13- 1 permit 
229- 9 permits 

220- 4 permitted 

225- 11 persist 
22- 3 person 

86- 9 personal 

87- 5 personally 


Word index 


195 


38- 6 

persons 

no- ss 

15- 5 

persuade 

12- 1 

236-12 

pertaining 

12- 3 

4- 1 

pet 

28- 1 

8-12 

Pete 

21- 7 

143- 1 

Peterboro 

16“ 3 

5- 1 

petty 

20- 5 

114- 1 

Philadelphia 

24- 7 

98- 1 

Phillip 

38- 2 

105- 7 

Philippine 

Islands 

10- 6 

24- 6 

178- 5 

Phillips 

154- 5 

107 “ 1 

philosophy 

28“ 3 

76- 5 

phone 

18- 4 

86— 1 

photograph 

22- 3 

117“ 1 

photo graphic 

14- 6 

85- 3 

photographs 

39- 1 

215-14 

photo-litho¬ 
graphy 

96- 1 
29- 3 

92- 5 

phrases 

91- 1 

49-10 

physical 

166- 5 

45-13 

physicians 

12- Z 

80-13 

physics 

IS- 3 

50- 2 

piano 

39- 1 

14- 2 

pick 

65- 6 

3- 2 

picked 

50- 2 

73- 5 

picking 

85- 5 

16“ 4 

picnic 

52- 7 

86“ 1 

picture 

50- 7 

52— 3 

pictures 

56-13 

44- 4 

pie 

103“ i 

37- 2 

piece 

103- 6 

22-10 

pieces 

8 7- 3 

185- G 

piety 

119- 5 

30- 1 

pig 

46- 7 

52- 3 

X 

51- 2 

214-13 

134- 5 

141“ 8 

piled 

179“ 7 

158- 8 

pillow 

33- 1 

24- 4 

pin 

33- 6 

138- 2 

pink 

189-11 

132- 1 

pint (pt) 

74- 7 

46“ 5 

gr 

76- 4 

4r- 4 

39- 1 

20- 9 

pitch 

55- 1 

43- 6 

pitched 

93- 3 

6- 3 

pitied 

208- 1 

27- 3 

pitting 

60- 1 

114- 1 

Pittsburgh 

114- 1 

109- 1 

Pittsfield 

51- 2 

14- 2 

pity 

86- 6 

27- 3 

pitying 

91- 1 

18- 1 

place 

Place (PI) 

91- 4 

98- 2 

214- 7 

19- 2 

placed 

52- 4 

18- 6 

places 

91- 4 

49- 5 

placing 

91- 2 

12- 2 

plain 

91- 2 


Plainfield 

plan 

planned 

planning 

plans 

plant 

plants 

plate 

plates 

play 

played 

players 

playing 

plays 

pleasant 

please 

pleased 

pleases 

pleasing 

pleasure 

pledged 

plenty 

plus 

pocket 

pocket-books 

poem 

poems 

poet 

poetry 

poets 

point 

points 

police 

policies 

policy 

political 

politics 

polyglot 

pool 

poor 

poorhouse 

popular 

population 

porch 

pork 

port 

Porter 

portion 

Portland 

position 

positions 

positive 

positively 


possession 

possibility 

possible 

possibly 


42- 5 
76- 5 

50- 1 
181-12 
114- 1 

81- 6 
62- 2 

52- 7 
193-11 

61- 2 
94- 1 
94- 4 

93- 3 

51- 1 

180- 14 
91- 4 
91- 4 
91- 2 
18- 5 
22-13 
18- 6 

12- 3 
12 - 4 
60 - 1 

177- 2 

29 - 2 
21-13 

181- 13 

94 - 4 

53- l 
179-12 

26- 4 
232— 7 

37- 2 
82- 1 
28- 3 

132“ 4 
134- 5 
86- 3 

13- 4 

38- 8 
24- 6 
12 - 2 

226“ 9 

187- 8 

30- 6 

178- 11 
235-13 
235- 1 

95- 5 
95- 1 
95- 5 
95— 6 
95- 6 

188- 8 
103- 7 


post 

postage 

postal 

posterity 

post-office 

(PO) 

postponed 

post “road 

potatoes 

pouch 

poultry 

pound 

pounds 

poured 

power 

powers 

practical 

practically 

practise 

praise 

praised 

praises 

pray 

prayer 

prayer-book 

(preach) 

preacher 

preaches 

preamble 

precaution 

precede 

precedent 

precious 

precisely 

precision 

prediction 

prefer 

preferred 

preliminary 

premium 

prepaid 

preparation 

prepare 

prepared 

preparedness 

prepares! 

preparing 

prerequisites 

prescribe 

prescribed 

presence 

present 

presented 

presenting 

presents 

preserve 

preserving 
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97- 2 president 
(Pres) 

236- 3 presides 

37- 3 press 
26- 5 pressure 

213-14 pressures 

38- 13 presumably 
50- 5 presume 

227- 12 pretentious 
13- 2 pretty 

232-13 prevailing 
30- 1 prevent 
86-2 previous 

52- 5 previously 
42— 2 price 

3 36- 1 priced 

48— 12 prices 
50- 1 pride 

138- 2 primary 
132- $ Prince Ed¬ 
ward Island 
(P E I) 

91- 2 principal 
232-14 principally 
91- 2 principle 

91- 5 principles 
24- 7 print 

49- 1 printed 
35-4 printing 

86- 4 prior 
44- 4 private 
37- 3 privilege 

92- 2 privileges 
136- 1 prize 
229-10 prizes 

75- 2 probability 
74- 7 probable 
74-7 probably 

76- 4 problem 
76-4 problems 

220- 2 procedures 

53- 1 proceed 
225- 8 proceeds 
195-10 process 

228- 10 processes 

54- 4 procure 
54— 4 produce 
68- 4 produced 

228-12 producer 
231- 5 (producing) 

73- 1 product 

87- 2 production 

74- 4 products 
180- 1 profession 
211-14 professional 
180- 3 professions 

97- 1 professor 
(Prof) 


192-11 professors 
46- 3 profit 

39- 1 profitable 
202-10 profit- 

distributing 
218-11 profiting 

40- 9 profits 
230- 6 profoundly 

225- 6 progeny 

86- 5 program 
85- 3 programs 
91- 2 progress 

179-12 progressive 
114-11 project 
83-11 prominent 
35- 3 promise 
60- 1 promised 

39- 5 promises 
100- 4 promising 
181-11 (promote) 
120-10 promotion 

73- 1 prompt 
73- 2 promptly 
164-12 prom ptness 

196- 2 prompts 
35- 4 proof 

40- 11 proofs 

59- 4 proper 

60- 1 properly 
119- 3 property 

54- 4 proportion 
80- 3 proposal 
56- 7 proposed 

119- 3 proposition 
134- 8 prospect 
172- 6 prospects 
144- 4 protect 
209-12 protected 

226- 3 protecting 
54- 4 protection 
53- 1 protest 

224- 9 protoplasm 
85- 3 proud 
60- 1 prove 
134- 1 proved 
40- 6 proverb 
187-14 proverbs 

120- 8 proves 

53- 1 provide 

54- 3 provided 
114- 1 providence 

87- 3 providing 

227- 1 provisions 
170 - 3 prox 
187-11 psalm 

91- 2 public 
91- 5 publication 

197- 6 publications 


91- 2 

publish 

91- 5 

published 

215-13 

publishers 

176- 6 

publishing: 

105- 7 

Puerto Ric 

33- 1 

pull 

134- 5 

pulled 

36- 1 

pulse 

15- 3 

pump 

86- 6 

pupil 

50- 7 

pupils 

111- 2 

purchase 

111- 4 

purchased 

208- 5 

purchaser 

111- 4 

purchases 

111- 5 

purchasing 

85- 5 

pure 

99- 6 

purpose 

100- 2 

purposes 

36- 1 

purse 

181- 6 

pursuit 

195- 7 

put 

35- 4 

putting 

0 

77- 2 

Q 

70- 1 

quail 

86- 3 

qualifica¬ 

tions 

77- 4 

qualities 

44- 6 

quality- 

61- 2 

quantities 

46- 1 

quantity 

94- 1 

quart (qt) 

90- 2 

quarter 

205- 4 

quarterly 

155- 3 

quarts 

133- 3 

Quebec 

(city) 

132- 3 

Quebec 
(P Q) 

70 - 3 

queen 

50- 1 

queer 

46- 8 

question 

47- 2 

questions 

77- 4 

quick 

232- 3 

quicker 

46- 5 

quickly 

85- 3 

quiet 

196- 6 

quietly 

44- 5 

quit 

111- 2 

quite 

111- 5 

quotation 

111- 5 

quotations 

111- 2 

quote 

111- 5 

quoted 

111- 5 

quoting 


Word index 
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77- 2 
21 - 8 
50- 2 
117 - 1 
132- 5 
9- 1 
134- 2 

172 - 7 
20- 7 
16- 3 
9- 1 
24- 8 
30- 6 
34- 7 
54- 2 
18- 2 
18- 7 
170-10 
9- 2 
49-10 
54- 8 
70- 3 
225-13 
12- 4 
121-14 
9- 2 
37- 8 
86— 9 
93- 7 
37- 5 
21- 1 
37- 1 

10- 4 

11 - 2 
20 - 3 
27- 1 
10 - 3 

11 - 9 
54- 9 
10 - 5 
48- 7 
164- 3 
15- 3 
10 - 3 
86 - 1 
219- 2 
223-12 
52- 2 
51- 1 
89- 8 
130- 3 
22 - 2 
34- 5 
39- 6 


r 

R 

race 

radio 

radiogram 

rag 

rail 

railroad 

(RR) 

railroads 

rails 

railway 

rain 

rained 

raining 

rains 

rainy 

raise 

raised 

Ralston 

ran 

range 

ranging 

rank 

rapid 

rapidly 

rare 

rate 

rates 

rather 

(rating) 

raw 

razor 

razors 

reach 

reached 

reaches 

reaction 

read 

(present) 

read (past) 

readers 

readily 

reading 

Reading 

reads 

ready 

real 

realization 

realize 

realized 

really 

(reap) 

rear 

reason 

reasonable 

reasonably 


38- 7 
207- 3 
79- 4 
148- 3 
47- 1 
29- 4 
96-10 
29- 4 
22 - 8 
29- 1 
223- 4 
29- 3 
95- 1 
95- 6 
27- 1 
133- 3 
70-13 
119- 3 
119- 5 


119- 5 

120- 13 

78- 4 
33- 6 
94- 4 
236- 9 
59- 2 

84- 1 
179- 2 

50- 8 

85- 6 
26- 5 

160- 1 

27- 1 
91- 2 

203-12 

28- 1 
27- 3 

49- 5 

50- 8 
50- 6 

38- 4 
72- 5 

39- 1 
39- 1 
39- 1 

133- 3 
132- 6 
30- 1 
132- 5 
103- 1 
103 - 6 
91- 3 
91— 5 
189- 7 


reasons 

rebate 

recall 

recalling 

recede 

receipt 

receipted 

receipts 

receive 

received 

receives 

receiving 

recent 

recently 

reception 

recognize 

recognizing 

recommend 

recom¬ 

mendation 

recom¬ 

mended 

recom¬ 

mending 

reconcile 

record 

recorded 

recording 

records 

recovered 

red 

reduce 

reduced 

reduction 

reel 

refer 

reference 

references 

referred 

referring 

refund 

refuse 

refused 

regard 

regarded 

regarding 

regardless 

regards 

Regina 

region 

register 

registered 

regret 

regretting 

regular 

regularly 

regulated 


213-12 
47- 1 
215- 6 
203- 5 
197- 7 
27- 1 
49- 5 
191- 1 
74- 7 
225-12 
103- 2 

26- 5 
86 - 6 

112 - 8 
30- 6 
52- 1 
228- 9 
132- 5 
105- 1 
200 - 2 
206- 7 

27- 1 
32- 6 
34-12 
49-10 
26- 1 

26- 5 
39- 5 

132- 5 
91- 3 
91- 5 

48- 9 
199- 6 

27- 1 
119- 3 
210- 3 
165- 5 

39- 1 

25- 3 
149- 3 

49- 2 
52- 7 
12- 4 
73-13 
27- 1 

26- 5 
30- 2 
26- 5 

49- 5 
225-13 
136- 1 
184- 7 

42- 2 
141- 5 
42- 2 
76- 5 

50- 1 


regulator 

reimburse 

reimbursed 

related 

relating 

relation 

relations 

relationship 

relative 

relatively 

relax 

release 

reliable 

reliance 

relief 

relieved 

religion 

religious 

relinquish 

reluctance 

rely 

remain 

remainder 

remained 

remaining 

remains 

remark 

remarkable 

remarks 

remember 

remembered 

remind 

reminder 

remit 

remittance 

remitting 

remove 

removed 

render 

rendered 

renew 

renewal 

rent 

repaid 

repair 

repaired 

repairs 

repeat 

replace 

replaced 

replied 

replies 

reply 

replying 

report 

reported 

reporting 
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75- 5 
134-11 

172 - 7 

37- 1 

172- 7 


reports 

represent 

representa¬ 

tive 

Representa¬ 
tive (Rep) 
representa¬ 
tives 

represented 

represents 

reproducing: 

reproduc¬ 

tion 

reputation 

request 

requested 

requesting 

requests 

require 

required 

require¬ 

ments 

requires 

research 

reserve 

reserved 

resist 

resolution 

resolute 

resolution 

resolutions 

resolve 

resources 

respect 

respectfully 

(respects) 

response 

responses 

responsibility 

responsible 

Test 

place 


37 - 1 

132- 5 
50- 6 

133- 3 
205- 9 
233- 9 

07- 5 
105- 5 

45- 3 
21 - 1 
16-10 

199-10 
10G- 5 
180-10 
130- 3 

41- 4 

46- 5 

1 4r- 6 

187- 5 
28- 7 
217-10 
24- 4 
130- 3 
46- 5 
15- 3 
61- 3 
2i- i 
20- 5 
34- 7 

42- 6 

98- 2 
46- 3 

186- 2 

99 - 2 
158— 9 
114- 2 

134- 5 
151- 6 
18 7- 7 
138- 3 

77-12 
143-12 
229- 8 
39- 6 
33— 4 
134- 5 
37- 5 
178-13 

61— 3 
61- 1 
70- 2 
49- 6 
49- 2 

62- 4 


Reverend 

230- S 

routine 

(Rev) 

136- 1 

row 

reverse 

193— 7 

Rowan 

review 

25- 4 

rub 

revised 

12- 6 

rubber 

revising 

30- 2 

rug 

revolution 

50— 2 

ruin 

reward 

60- 1 

rule 

Rhode Island 

39- 1 

rules 

(R I) 

1B8-12 

ruleth 

rhythm 

192- 1 

rumors 

ribbon 

14- 1 

run 

rich 

122- 1 

rung 

Richardson 

187- 9 

runneth 

Richmond 

48- 7 

running 

richness 

38- 9 

runs 

rid 

113 - 5 

rural 

ride 

28- 3 

rush 

riding 

26- 5 

rushed 

right 

177-10 

Ruskin 



righteousness 

rights 

rigid 

ring 

rings 

rinse 

rip 

rise 

risen 

risk 

river 

road 

Road (Rd> 

roads 

roaring 

Robert 

Robinson 

Rochester 

rock 

Rockies 

rod 

roll 

rolled 

Roman 

Rome 

roof 

room 

roommate 

rooms 

Roosevelt 

rose 

roses 

rouge 

rough 

round 

route 

routes 


77- 2 
26- 1 

114- % 

138- 3 
18 - 3 
49- 1 
26- 1 
221-14 
46- 1 
18- 1 
143- 2 

133- 3 
13 3- 4 
110- 4 

no- i 

114- 2 
114- 2 
165- 3 

37- 3 
44— 3 
22- 5 

78- 8 

79- 4 
79- 5 
79- 5 

178— 7 
114- 2 


S 

sack 

Sacramento 

sacrifice 

sad 

safe 

safely 

safety 


said 

St Augus¬ 
tine 

St John 
St John's 
St Joseph 
St Lawrence 
St Louis 
St Paul 
St Peters¬ 
burg 
sake 
salaries 
salary 
sale 
sales 
salesman 
salesmen 
salt 

Salt Lake 

City 

same 

sample 

samples 

San Antonio 

San Diego 


Word index 
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114- 3 

San Francis¬ 

108-14 

secretary's 

181- 3 

separation 


co 

21- 3 

section 

92- 8 

September 

133- 1 

Saskatche¬ 

38— 8 

sections 


(Sep) 


wan (Sask) 

85- 2 

secure 

155- 6 

serge 

133- 4 

Saskatoon 

85- 4 

secured 

37- 4 

series 

37- 2 

sat 

223-13 

secures 

51- 1 

serious 

55- 4 

satisfaction 

50- 6 

securing 

86- 3 

seriously 

55- 2 

satisfactorily 

205-11 

securities 

53- 2 

sermon 

54- 9 

satisfactory 

52- 7 

security 

87- 1 

servant 

55- 4 

satisfied 

18- 1 

see 

54- 2 

serve 

55- 4 

satisfy 

18- 5 

seed 

87- 2 

served 

92- 7 

Saturday 

49- 1 

seeing 

53- 2 

service 

46-14 

save 

233- 5 

seeking 

54- 3 

services 

132- 1 

saved 

37- 1 

seem 

87- 2 

serving 

47- 2 

saves 

18- 2 

seemed 

22- 6 

session 

49- 6 

saving 

86- 2 

seemingly 

17- 2 

set 

120- 3 

savings 

22- 2 

seems 

20- 3 

sets 

59— 2 

saw 

214-14 

seen 

26- 1 

setting 

22-13 

say 

236-11 

sees 

37- 4 

settle 

28- 1 

saying 

188-13 

seest 

18- 3 

settled 

18- 2 

says 

17- 2 

seize 

43- 3 

settlement 

15- 3 

scale 

18- 5 

seldom 

90- 3 

seven 

222- 5 

scales 

144- 3 

select 

132- 5 

seventy 

130- 3 

scarce 

74- 2 

selected 

95- 2 

several 

22- 6 

scarcely 

22- 5 

selection 

26- 6 

severe 

45- 2 

scarf 

189- 1 

selections 

85- 1 

sew 

44- 7 

scene 

38- 4 

self 

196- 8 

sewer 

158-10 

scenery 

197-12 

self-ad¬ 

85- 2 

sewing 

62— 4 

scenic 


dressed 

132- 6 

shade 

60- 7 

schedule 

186-13 

self-control 

187- 6 

shadow 

40- 5 

scheduled 

45- 1 

self-defense 

186-10 

shadows 

15- 3 

scheme 

181- 4 

self-evident 

184- 4 

Shakespeare 

114- 3 

Schenectady 

196- 2 

self-interest 

30- 7 

shall 

47- 3 

scholarship 

186-13 

self-knowl¬ 

45- 1 

shame 

103— 1 

school 


edge 

28- 4 

shape 

103— 6 

schools 

189- 1 

self-made 

234- 6 

shaped 

52- 4 

science 

143- 6 

self-reliance 

49- 1 

share 

180- 2 

sciences 

186-13 

self-rever- 

30- 7 

she 

61- 3 

score 


ence 

26- 6 

sheet 

149- 2 

Scott 

18- 2 

sell 

49- 6 

sheets 

114- 3 

Scranton 

70-10 

selling 

45 - 2 

shelf 

60- 5 

scrap.-book 

20- 3 

semester 

185- 3 

shell 

18— 1 

sea 

146- 2 

semi-annual 

34-12 

shelter 

236- 7 

seal 

97- 1 

senator 

187- 2 

shepherd 

193-10 

sealed 


(Sen) 

105- 1 

shingle 

53— 2 

search 

40- 8 

senators 

46- 8 

ship 

207- 8 

Sears 

18- 1 

send 

47- 3 

shipment 

24- 9 

season 

48- 7 

sending 

17- 3 

shipments 

221- 3 

seasonal 

130- 3 

sends 

47- 3 

shipped 

37- 3 

seat 

73- 3 

senior 

47- 3 

shipping 

40- 4 

seats 

176- 4 

seniors 

47- 3 

ships 

106- 6 

Seattle 

22- 3 

sense 

39- 6 

shock 

74- 7 

second 

34— 5 

sensible 

134r- 1 

shoe 

75- 2 

seconded 

214- 8 

sensitive 

37- 5 

shoes 

89- 8 

second-hand 

34- 4 

sent 

35- 4 

shop 

37- 4 

secret 

22- 7 

sentence 

78- 9 

short 

97- 2 

secretary 

91- 3 

separate 

79- 5 

shortage 


(Sec) 

92- 1 

separately 

190- 8 

shortening 
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79- 5 shortly 

38- 4 should 

39- 1 shouldn’t 

75- 2 show 

46- 5 showed 
42- 6 showing 
56-11 shown 

113-13 show-room 

76- 5 shows 
109- 1 Shreveport 

92- 3 shrewd 
45- 2 shrubs 

40- 5 shut 
37- 2 sick 
87- 3 sickness 
75- 6 side 
50- 1 sides 

44- 4 sight 
42- 6 sign 

134- 6 signature 
75- 6 signed 
134- 6 significant 
203-10 signified 
236-10 signs 
136- 1 silence 
50- 1 silent 

18- 4 silk 
200-13 silks 
37- 5 silly 
26- 1 silver 

18- 2 similar 
18- 4 simple 
189- 8 simpler 
210-13 simplest 

58- 2 simplicity 


78-9 since 

21- 11 sincere 

22- 5 sincerely 
55- 4 sincerest 

134- 6 sincerity 

21- 6 sing 
104- 3 singer 

26- 1 singing 
144- 1 single 
214— 1 singly 
180- 9 sink 
110- 1 Sioux City 
39- 3 (Sir) 

39- 3 (Sirs) 

32- 8 sister 
20- 5 sisters 
18- 3 sit 

35- 1 sitter 
28- 4 sitting 
134-12 situation 

22- 1 six 


154- 3 

sixteen 

172- 8 

sixth 

223-11 

sixty 

48-11 

size 

76- 6 

sizes 

24- 6 

(skate) 

18- 7 

sketch 

22-13 

sketches 

24- 6 

(ski) 

55- 7 

skiing 

217- 8 

skilled 

225- 9 

skin 

38- 1 

skirt 

24^13 

skirts 

26- 1 

slack 

46- 1 

slag 

46- 1 

slat 

37- 1 

slate 

180- 7 

slavishly 

81- 8 

sled 

21- 1 

sleep 

22- 7 

sleepy 

77- 5 

slight 

138- 3 

slightly 

38- 7 

slip 

212-12 

slips 

194-14 

slipshod 

190- 1 

sloshing 

46- 5 

slow 

180- 9 

slowly 

188- 4 

slumber 

70-10 

slump 

40- 8 

small 

39- 2 

smaller 

214- 2 

smallest 

21- 1 

smart 

61- 3 

smile 

188- 7 

smite 

78- 5 

Smith 

138- 3 

smoke 

56-14 

smoker 

218- 6 

smooth 

37- 1 

sneeze 

44- 4 

snow 

79 - 2 

snowy 

190-13 

snug 

23- 1 

so 

212- 2 

soap 

76- 6 

social 

195- 7 

Socialism 

52- 3 

society 

46-12 

socks 

144- 4 

soft 

50- 1 

soil 

42- 6 

sold 

61- 3 

soldiers 

92- 4 

sole 

230- 1 

solely 


134- 5 solid 
227- 1 solution 

23- 1 some 
85- 2 somebody 
54- 4 somehow 
37- 1 someone 
114- 3 Somerville 

47- 3 something 

36- 2 sometime 
36- 3 sometimes 
36- 3 somewhat 
178- 3 somewhere 
18- 3 son 

60- 8 song 

78- 9 soon 

79- 5 sooner 
136- 2 sore 

138- 4 sorrow 

33- 4 sorry 

59- 4 sort 

195-13 sorting 
57- 6 soul 
50- 1 sound 

139- 3 soundness 
85- 4 sounds 

61- 4 source 
223-14 sources 

85- 3 south 
132- 2 South 

America 

109- 2 Southamp¬ 
ton 

114- 3 South Bend 
105- 5 South Caro¬ 
lina (S Car) 
105- 5 South Da¬ 
kota (S Dak) 
50- 2 southern 
186-14 sovereign 
85- 1 sow 
22- 3 space 
227- 5 spacious 

193- 2 Spain 
20- 4 spare 

45- 6 spares 
18- 7 speak 
35- 2 speaker 
30- 2 speaking 
44- 2 speaks 
95- 2 special 
231- 1 specialists 
225- 8 specialized 
215-12 specially 
26- 6 specific 
85- 3 specifica¬ 
tions 

136- 2 specified 
43- 5 specimen 
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65- 4 

specimens 

32-12 

spectators 

38- 1 

speech 

232- 1 

speed 

231- 8 

speeding 

20- 5 

spell 

83- 4 

Spencer 

20- 1 

spend 

51- 3 

spending 

143- 8 

spends 

21- 3 

spent 

45- 4 

sphere 

20- 2 

spirit 

15- 3 

spirits 

50- 2 

spite 

91- 3 

splendid 

164- 3 

Spokane 

44- 4 

spoke 

136- 2 

spoken 

50- 2 

sport 

77- 5 

sports 

39- 6 

spot 

130- 3 

spread 

20- 1 

spring 

166- 1 

Springfield 

56- 8 

springs 

70- 4 

sprinkle 

154- 5 

squad 

136- 2 

square 

98- 2 

Square (Sq) 

98- 2 

St 

40- 3 

staff 

32- 9 

stage 

30- 2 

stamp 

49- 6 

stamped 

30- 2 

stamps 

48- 5 

stand 

119- 3 

standard 

219- 9 

standard¬ 

ization 

219- 8 

standard¬ 

ize 

220- 2 

standard¬ 

izing 

120- 1 

standards 

28- 4 

standing 

49- 6 

stands 

22- 6 

start 

34- 9 

started 

30- 2 

starting 

23- 1 

state 

29- 1 

stated 

43- 2 

statement 

57- 8 

statements 

37- 4 

stateroom 

28- 7 

states 

29- 3 

stating 

21- 3 

station 


21-2 stationery 
209- 1 stations 

194- 6 statue 
235-13 statutes 
20- 1 stay 

32- 5 stayed 

49- 6 staying 
15- 3 steady 

130- 4 steam 

131- 1 steamship 

(SS) 

218- 2 stedfast 

34-11 steep 
20- 4 steel 
205- 6 Steele 
228- 6 stenog¬ 
raphers 

19- 1 step 
218-13 (stepping) 

38- 2 steps 
200- 8 sterilization 
163- 6 Stevens 

132- 4 Stewart 

20- 5 stick 
26- 6 stiff 

194— 7 stiffening 

19- 2 still 
121-13 stimulate 
52- 1 stimulating 

33- 4 stock 

138- 2 stockholder 
221-14 stockholders 
165- 3 Stockton 

50- 2 stone 
218-13 (stones) 

134- 1 stood 

40- 13 stop 

60- 2 stopped 

48- 10 storage 
42- 6 store 
46- 6 stores 
50- 2 stories 

134— 1 storm 
75- 6 story 
136- 2 stove 
56- 7 straight 

21- 2 straighten 
21- 8 strained 

49- 2 strange 
193-11 strapped 

62- 2 stream 

37- 6 street 
98- 2 Street (St) 
15- 4 streets 
30- 3 strength 
55- 5 strengthen 
191- 8 stretched 

41- 4 stretches 


121-13 strict 
14 4r~ 4 strictly 

50- 2 strike 

61-4 striking 
120- 2 strikingly 

35- 1 string 

182- 2 strive 
33- 6 strong 

74- 4 stronger 
134r- 6 strongly 

19- 2 struck 
224 — 4 structure 
226- 3 structures 

183- 3 struggled 
99- 1 Stuart 
85- 4 student 
50- 5 students 

22-11 studied 
38- 2 studies 

20- 1 study 
28- 4 studying 
49- 6 stuff 

195- 5 stupidity 

42- 6 style 
95- 2 subject 
95- 6 subjects 

184- 12 sublime 
18- 4 submit 
30- 3 submitted 

231- 1 subordinates 
134-12 subscription 
210- 4 subsequent 
224- 8 substance 
224-10 substances 
134- 6 substantial 
134-12 substitute 
233- 9 substitutes 

38-9 succeed 
132- 6 succeeded 
195- 1 succeeds 
18- 7 success 

45- 1 successful 

75 - 3 successfully 
18- 1 such 

18- 5 sudden 
37- 5 suddenly 

46- 5 suds 
79- 1 sue 
26- 1 suffer 

132- 1 suffered 
82-12 sufferers 
26- 6 suffering 
91- 3 sufficient 
91- 5 sufficiently 
37- 5 sugar 

78- 9 suggest 

79- 5 suggested 
79- 6 suggestion 
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79- 6 suggestions 

50- X suit 
104- 8 suitable 
92- 8 suites 

85- 6 suits 
37- 4 sum 
24- 3 summer 

34-12 summit 
18- 3 sun 
92- 7 Sunday 

45- 9 sunny 
138-4 sunshine 
150- 3 superb 

74-7 superin¬ 
tendent 
226-13 superin¬ 
tendents 

86- 1 superior 

86- 6 superiority 
85- 1 supervision 

150- 5 supervisor 

37- 3 supper 
234- 3 supplement 
136- 3 supplied 

77-5 supplies 
42- 3 supply 

46- 6 support 
226- 3 supporting 

95- 2 suppose 
95- 6 supposed 
85- J supreme 
95- 2 sure 
95- 6 surely 
82 - 2 surgeon 
219-3 surmounted 
218-11 surmount¬ 
ing 

153- 5 surname 

223- 7 surplus 

87- 1 surprise 
53- 2 surprised 
82- 2 surrender 

180- 3 surround 

224- 13 surround¬ 

ings 

196- 2 survival 
74- 4 suspect 
48- 4 suspended 
141- 3 swallowed 
56- 1 swamp 
109- 3 Swarmmore 
177- 9 sweat 
20- 5 sweater 
24-13 sweaters 
18- 7 sweet 
100- 3 sweetest 

38- 1 sweetheart 
38- 2 swell 


3 4- 2 

swim 

26- 1 

swimming 

170- 3 

symbolizes 

57- 8 

sympathize 

49- 7 
114- 4 

sympathy 

Syracuse 

19- 1 

system 

220-12 

systems 


t 

77- 2 

T 

5- 5 

tabby 

35- 4 

table 

6- 2 

tack 

33- 3 

tackled 

114- 4 

Tacoma 

4- 3 

take 

10- 6 

taken 

37- 8 

takes 

188-12 

taketh 

27- 3 

taking 

70- 6 

talent 

40-14 

talk 

59- 4 

talked 

60- 2 

talking 

39- 6 

talks 

164- 2 

Tampa 

130- 1 

tan 

70 - 1 

tanks 

4- 1 

tap 

4- 1 

tape 

11-13 

tardy 

15- 5 

task 

72- 9 

taste 

141- 3 

tasted 

39- 2 

taught 

110- 7 

Taunton 

21- 2 

tax 

40- 7 

taxation 

22- 1 

taxes 

62- 2 

taxi 

102- 4 

Taylor 

5- 1 

tea 

4- 3 

teach 

14— 1 

teacher 

34r- 2 

teachers 

28- 1 

teaching 

24- 3 

team 

93- 1 

teams 

185- 7 

tears 

56-10 

technical 

4- 4 

Ted 

16- 8 

tee 

132- 6 

teeth 

85- 3 

telegram 

86- 3 

telegrams 

85- 3 

telegraph 

153- 9 

telegraphed 


150- 3 telegraphic 
85- 1 telephone 
150- 2 telephoned 
116-2 telescope 


189-13 temper 
61-4 temporary 
10- 3 ten 

171- 2 tenant 
179-12 tendencies 
215- 6 tendency 
16-12 tender 
200 - 1 tendered 

219- 8 tends 
105- 5 Tennessee 
(Tenn) 

18- 5 tennis 
186-14 Tennyson 

33- 8 tent 
141- 2 tentative 

83- 1 tentatively 
154- 3 tenth 
14- 2 term 
22- 3 terms 

35- 4 terrible 

34- 5 terribly 

51- 2 territory 
20- 4 test 

107-12 tested 
163- 7 testimony 
182-11 testing 

19- 2 tests 

105- 6 Texas (Tex) 
22- 1 text 

45- 4 textile 
86- 9 than 

141- 3 thank 
107- 3 thankful 
107- 3 thanking 
107- 3 thanks 
107- 3 Thanksgiv¬ 
ing 

30- 7 that 

31- 1 that’s 
6- 5 the 

52- 4 theater 
185- 3 thee 

30- 8 their 
26- 3 them 

46- 1 themselves 
48- 2 then 

178-13 Theodore 
51- 2 theory 
30- 8 there 
138- 4 thereby 

36- 3 therefore 
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55- 3 

therein 

25- 2 

ton 

77- 5 

treatment 

190-10 

there’s 

75- 6 

to-night 

16“ 7 

tree 

26- 3 

these 

15- 5 

tons 

18- 4 

trees 

32-12 

they 

16- 4 

too 

58- 1 

tremble 

192-14 

they’ll 

33- 4 

took 

12- 2 

trench 

192- 3 

they’re 

60- 2 

top 

11-13 

trend 

26- 6 

thin 

75- 5 

topic 

164- 1 

Trenton 

184- 2 

thine 

133- 4 

Toronto 

72- 5 

trial 

46- 8 

thing 

43- 4 

total 

76- 1 

tried 

47- 4 

things 

12- 5 

touch 

91- 2 

trifle 

46- 8 

think 

29- 4 

touched 

12-14 

trip 

47- 4 

thinking 

88- 8 

tour 

35- 2 

trouble 

47- 4 

thinks 

86- 2 

toward 

62- 8 

troubled 

26- 6 

third 

52- 4 

towards 

34- 5 

troubles 

187-13 

thirsty 

78- 9 

town 

25“ 4 

truck 

93- 1 

thirty 

79- 6 

towns 

33- 6 

true 

30- 8 

this 

86- 6 

toy 

59- 2 

truly 

42- 3 

tho 

37- 5 

trace 

61- 4 

trunk 

97- 3 

Thomas 

21- 1 

tracer 

95- 2 

trust 

145- 1 

Thornton 

100- 4 

traces 

95*- 6 

trusting 

61- 4 

thoro 

16- 3 

track 

35- 4 

truth 

143- 7 

thoroly 

10- 6 

trade 

181- 4 

truths 

75- 2 

those 

206- 3 

trades 

42- 3 

try 

184- 3 

thou 

170- 9 

trading 

43- 4 

trying 

40-12 

thought 

21-11 

traditions 

190-12 

tucked 

60- 8 

thoughts 

132- 1 

traffic 

92- 1 

Tuesday 

86- 9 

thousand 

34-10 

trail 

79- 2 

tuition 

87- 5 

thousands 

12- 1 

train 

106- 3 

Tulsa 

45- 1 

thread 

11-14 

trained 

178- 4 

tunes 

26- 3 

three 

28- 4 

training 

13- 1 

turn 

113-14 

thrilled 

130- 5 

trains 

14- 1 

turned 

50- 3 

throat 

60- 1 

tramp 

132- 1 

turning 

136- 3 

throw 

186- 3 

tranquil 

179- 6 

turns 

40- 2 

thru 

181-10 

tranquillity 

70- 2 

’twas 

55- 3 

thruout 

85- 1 

transaction 

90- 5 

twelve 

92- 7 

Thursday 

205-13 

transactions 

93- 2 

twenty 

49- 2 

thus 

85- 1 

transfer 

158-14 

twenty-five 

177- 9 

thy 

93- 1 

transferred 

46- 1 

twice 

4-4 

ticket 

150- 1 

transit 

70- 3 

twins 

15- 4 

tickets 

85- 1 

translate 

44- 5 

twist 

50- 3 

tie 

150- 3 

translation 

8- 9 

two 

10- 4 

till 

119- 2 

transmission 

58- 1 

type 

55-13 

timbers 

116- 2 

transmit 

40- 8 

typical 

14- 6 

time 

150- 5 

transmitted 



28- 7 

times 

134-12 

transporta¬ 


u 

4- 1 

tip 


tion 

77- 2 

U 

136- 3 

tire 

205-14 

Trask 

170- 3 

ult 

75- 6 

tired 

26- 2 

travel 

13- 2 

umbrella 

50- 3 

title 

132- 1 

traveling 

59- 7 

unable 

205- 7 

titles 

193-14 

traversed 

181- 5 

unalienable 

6- 5 

to 

173- 8 

Treadway 

134- 6 

unanimous 

37- 1 

to-day 

229-11 

treasure 

26- 1 

unaware 

155- 8 

to-day’s 

97- 2 

treasurer 

56- 4 

unchanged 

111- 3 

together 


(Treas) 

46- 2 

uncle 

75- 3 

told 

139- 6 

treasurer’s 

43- 1 

uncomfort¬ 

114- 4 

Toledo 

12- 4 

treat 


able 

231-10 

tolerated 

26- 2 

treated 

89-14 

uncon¬ 

86- 9 

to-morrow 

192- 2 

treating 


sciously 
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46- 8 

under 

194-13 

unwilling¬ 

82- 4 

via 

46- 8 

understand 


ness 

97- 2 

vice-presi¬ 

47- 4 

understand¬ 

72- 8 

unwise 


dent (Vice- 


ing 

196- 1 

unworthy 


pres) 

47- 4 

understood 

14- 6 

up 

235- 8 

vice-presi¬ 

47- 4 

undertake 

36- 3 

upon 


dents 

57- 1 

undertaken 

36- 3 

upper 

35- 1 

vicinity 

165- 7 

undertaking 

32- 1 

urge 

133- 4 

Victoria 

57- 2 

undone 

227- 4 

urged 

54- 5 

victory 

202- 4 

undoubted 

45- 3 

urgent 

57- 1 

view 

50- 5 

undoubtedly 

82- 2 

U S 

50- 8 

views 

92- 3 

unduly 

18- 2 

us 

226- 7 

vigorous 

34- 4 

uneasy 

81- 2 

USA 

37- 4 

village 

158-12 

unequalled 

50- 1 

use (n) 

105- 7 

Virgin 

57- 2 

uneven 

50- 1 

use (v) 


Islands (V I) 

34- 4 

unfair 

50- 3 

used 

105- 6 

Virginia 

200- 7 

unfer¬ 

67-13 

useful 


(Va) 


mented 

50- 8 

useless 

54- 1 

virtually 

183- 7 

unfinished 

222- 5 

uses 

224-11 

virtue 

178-12 

unflinching 

50- 4 

using 

58- 2 

visibility 

119- 5 

unfortunate 

99- 6 

usual 

58- 1 

visible 

119- 5 

unfortu¬ 

100- 2 

usually 

58- 2 

visibly 


nately 

105- 6 

Utah 

35-10 

visit 

34- 4 

unhappy 

164- 6 

Utica 

30- 3 

visited 

220-12 

unified 

78- 1 

utility 

35- 2 

visiting 

177-12 

uniform 

232-13 

utilized 

32- 1 

visitor 

181- 9 

union 

45- 2 

utmost 

132- 6 

visitors 

165- 6 

Union City 

15- 5 

utterly 

41- 1 

vital 

214- 7 

unique 



134- 6 

vocabulary 

49- 2 

unit 


V 

50- 7 

voice 

82- 2 

United 

77- 2 

V 

134- 6 

volume 


States (U S) 

26- 6 

vacation 

172- 8 

volumes 

81- 2 

United 

186- 4 

vagrant 

82-14 

volunteers 


States of 

132- 6 

vain 

41- 1 

vote 


America 

26- 2 

valley 

138-„ 4 

voted 


(U S A) 

103- 6 

valuable 

198- 3 

vouchers 

225- 3 

units 

103- 1 

value 



134-12 

universal 

103- 6 

valued 


w 

83-10 

universities 

160-12 

values 

77- 2 

W 

74- 7 

university 

133- 4 

Vancouver 

6- 1 

wade 

36- 1 

unknown 

186-12 

Van Dyke 

27- 2 

wages 

39- 1 

unless 

58- 2 

vanity 

45- 2 

wagon 

209- 4 

unloaded 

235-11 

varied 

37- 6 

waist 

111- 5 

unnecessary 

68-12 

variety 

14- 1 

wait 

73-14 

unobserved 

52- 2 

various 

132- 2 

waited 

14- 4 

unpaid 

220-10 

vary 

48- 7 

waiting 

82-11 

unprepared 

226- 2 

varying 

14- 2 

wake 

230- 8 

unprece¬ 

189-14 

vast 

59- 5 

walk 


dented 

44— 1 

veil 

134- 1 

walked 

112-11 

unsatisfac¬ 

158- 7 

velvet 

160- 5 

Walker 


tory 

209-13 

verify 

37- 6 

walking 

165-10 

unsettled 

105- 6 

Vermont 

39- 2 

wall 

228- 6 

unskilled 


(Vt) 

159- 5 

Walter 

46- 8 

until 

60- 3 

verse 

88-12 

wander 

36- 2 

unto 

194- 8 

vertebrae 

33- 4 

want 

100- 2 

unusual 

30- 8 

very 

59- 3 

wanted 

163- 6 

unusually 

34- 3 

vestry 

60- 8 

wanting 
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35- 5 
33- 5 
159- 4 

45- 8 
68 - 8 
89- 9 

46- 4 
134- 2 

62-12 
179- 3 
23- 1 
37- 6 
134- 6 
39- 2 
106- 2 

105- 6 


23- 3 
37- 6 

231- 3 
60- 
39- 
33- 
166- 

164- 
173-10 
110- 4 
114- 9 
156- 3 

3- 2 
37- 4 

6- 5 
8—12 
83- 2 
83- 2 
143- 9 
192- 6 
10- 4 
26- 2 

24- 3 
76- 1 

165- 9 

14- 2 
30- 3 
92- 7 

5- 6 
195-10 

4- 3 
4- 2 

130- 4 

15- 4 
20 - 1 

145- 5 
14- 5 
3- 2 

6 - 1 


wants 

war 

Ward 

wards 

warehouse 

warehouses 

warm 

warrant 

warranted 

wars 

was 

wash 

washed 

washing 

Washington 

(city, etc) 

Washington 

(Wash— 

state) 

wasn’t 

waste 

wasted 

watch 

watching 

water 

Water 

Waterbury 

Waters 

Watertown 

Waterville 

Watson 

way 

ways 

we 

weak 

weakens 

weakness 

wealth 

weapon 

wear 

wearing 

weary 

weather 

Webster 

wed 

wedding 

Wednesday 

weed 

weeding-out 

week 

week-day 

week-end 

weekly 

weeks 

Weeks 

weep 

weigh 

weighed 


16- 8 

weight 

37- 1 

welcome 

46-10 

welcomes 

181-11 

welfare 

23- 3 

w6’ll 

16-13 

well 

194-12 

well-nigh 

153- 9 

Wells 

12- 1 

went 

6- 5 

were 

34- 6 

west 

105- 6 

West Vir¬ 
ginia (W V 

20- 2 

western 

148- 7 

West’s 

4— 4 

wet 

30- 8 

what 

55- 4 

whatever 

58- 2 

wheat 

26- 6 

wheel 

93- 1 

wheels 

32- 1 

when 

188- 1 

whence 

55- 4 

whenever 

30- 8 

where 

36- 3 

whereas 

55- 3 

wherein 

55- 4 

wherever 

91- 3 

whether 

30- 8 

which 

111- 3 

while 

184- 6 

whispers 

70- 3 

whistle 

76- 2 

white 

146- 1 

White 

145- 1 

Whitehead 

124-13 

Whiting 

45— 6 

who 

54- 9 

whole 

79- 6 

wholesale 

55- 3 

wholly 

34— 1 

whom 

35- 5 

whose 

62- 2 

why 

106- 2 

Wichita 

121- 1 

wick 

46- 6 

wide 


232- 6 
214-13 
113-13 
182- 4 
214-12 
43- 4 
205-11 
76- 6 
85- 1 

14- 6 


widely 

(widening) 

widespread 

widow 

width 

wife 

wife’s 

wild 

will (docu¬ 
ment) 
will 


97- 3 William 
160- 7 Williams 
29- 3 willing 
85- 2 willingly 
114- 4 Wilmington 
77- 3 Wilson 
24- 2 win 
165- 5 Winchester 

12- 3 wind 
46- 2 window 
77- 5 windows 

6- 3 wing 
18- 6 wings 
81- 9 winning 
133- 4 Winnipeg 

13- 3 winter 

76- 2 wire 
46- 6 wired 

206- 5 wiring 
105- 6 Wisconsin 
(Wis) 

18- 7 wisdom 

77- 6 wise 
180- 7 wisely 

26- 3 wish 

27- 2 wished 

27- 2 wishes 
49- 2 wishing 

6- 3 wit 
6- 3 witch 
6- 5 with 
213- 1 (withdraw¬ 
ing) 

88- 6 withdrawn 
55- 3 within 
55- 3 without 
83- 1 witnessed 

14- 5 witty 
34- 1 woman 
10- 3 women 

219- 3 won 
14- 2 wonder 
25- 4 wondered 
119- 3 wonderful 

28- 4 wondering 
20- 7 wonders 
42- 3 won’t 

85- 1 wood 
85- 2 wooded 
177- 4 woods 
78- 9 Woods 
134- 6 wool 
46-11 woolens 
40- 1 Worcester 
23- 1 word 
28- 7 words 
138- 4 wore 
23- 1 work 
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29- 1 

worked 

35- 9 

workers 

29- 3 

working 

206- 7 

workman¬ 


ship 

228- 6 

workmen 

28- 7 

works 

Ill- 3 

world 

221- 1 

World’s 

190-12 

worms 

136- 3 

worn 

25- 2 

worried 

13- 1 

worry 

20- 7 

worse 

47- 4 

worship 

20- 7 

worst 

26- 6 

worth 

45- 1 

worthless 

49- 7 

worthy 

38- 4 

would 

39- 1 

wouldn’t 

182- 3 

wounds 

160- 2 

wreck 

21 - 2 

wrench 

185- 5 

writ 

14- 6 

writ"* 


29- 4 writer 
197- 8 writer’s 
101-12 writers 

28- 7 writes 

29- 3 writing 
211- 1 writing- 

surface 
10- 6 written 
34- 1 wrong 
42- 3 wrote 
105- 6 Wyoming 
(Wyo) 

x 

77- 2 X 

y 

77- 2 Y 
51-10 Yale 
94- 1 yard 
94- 3 yards 
187- 5 yea 
32- 4 year 
34— 3 yearly 
132- 2 year’s 


26- 3 years 
46- 6 yellow 
ill- 3 yes 
99- 6 yesterday 
111- 3 yet 
92-1 yield 
106- 1 Yonkers 

30- 8 you 

31- 1 you’ll 
48- 2 young 

144- 4 younger 
115-8 Youngstown 

30- 8 your 

31- 1 you’re 
31- 1 yours 
§6- 1 yourself 

134- 2 youth 
19fk- 5 you’ve 
133- 1 Yukon 

z 

77- 2 Z 
17- 2 zeal 
33- 1 zealous 
92- 4 zero 
148- 4 zone 


Phrase index 

This index shows where to find the shorthand forms for about 
1500 phrases, taught in the Text , Exercises , or Teacher. 

Figures preceding the dash refer to pages; figures following the 
dash give the line of shorthand on that page, counting from the top 
of the page. In phrase exercises, where each line is lettered, the 
letter designating the line is given following the dash, instead of a 
number. 

Numbers in bold face type refer to the Text. 

Numbers in ordinary type refer to the Exercises . 

Numbers in italic type refer to the Teacher. 

Thus 28-f to you means that the shorthand form for to you 
will be found on page 28 of the Exercises , in line f. 

In alphabeting phrases, a word or initial is treated as a unit; 
that is, if a comes after all phrases beginning with /, and not 
between I expect and I feel certain; M D and m p h come before 
mail a; etc. 



a 

30-j 

about which the 

77-4 

A AU 

117-4 

according to the 

81-1 

AB 

138-1 

account payable 

ins 

a b c 

138-1 

account receivable 

107-2 

AC 

138-1 

accounts payable 

114—2 

AD 

138-1 

accounts receivable 

63-b 

a few 

140-3 

acknowledge receipt of 

15-1 

a letter 


your letter 

97-d 

a little 

79-a 

acknowledge the 

97-g 

a little later 

101-3 

affectionately yours 

97-g 

a little less 

30-a 

after a 

97-h 

a little more 

28-b 

after that 

111-f 

a little while 

30-a 

after the 

81-2 

a m 

30-a 

after this 

15-1 

a month 

89—i 

after tomorrow 

41-1 

a number of 

116-1 

again and again 

107-2 

ASE 

97-a 

against the 

15-1 

a week 

41—i 

all right 

11 l-o 

a while 

41-a 

all the 

8-3 

about it 

63-d 

allow you 

8-1 

about the 

41-a 

along the 

8-3 

about time 

79-e 

American government 

28-b 

about which 

82-11 

American Red Cross 
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1 4r-7 among the 
15-1 and are 
2-b and be 
28-b and for 
28—b and from 
17-b and is 
15-1 and not 
100-9 and/or 
52-b and other 

7- 1 and the 
2-d and we have 
2-d and we were 
2-b and were 

28—b and what 
31-3 and which 

8- 3 and will 
8-10 and will be 

7- 2 and with 
2-d and with a 

169-9 anxious to know 
89^5 any further 
79-e any more 
89-j any more than 
63 -d any other 
89-e anybody else 
17-h anyone else 
52—h anything else 
117—4 appears to be 
137-3 application blank 

8— S are not 
17-g aren’t 
30-h are you 
79-a around the 
89-a arrange the 
17-a as a 

117-1 as a matter of course 
117-1 as a matter of fact 
169-10 as a result 
116-4 as a rule 
101-3 As ever 
107-1 as far as 
107-1 as far as possible 
107-1 as follows 
41-1 as good as 
41-1 as great as 
28-b as if 
111-b as important 
17-b as is 
17-b as it 
17-j as it is 
17-1 as it is not 


41-1 as long as 
108-2 as long as possible 
63-g as low as 
17 -d as many 
164—7 as many as possible 
23—2 as much 
17-j as much as 
108-2 as much as possible 
23-3 as near 
164—7 as near as possible 
108-2 as nearly as possible 
111-b as necessary 
23-3 as of 

107- 1 as quick as 

108- 2 as quick as possible 
107-1 as quickly as 

164-7 as quickly as possible 
41-b as regards 
104-a as requested 
107-1 as soon as 
107-1 as soon as possible 
17-a as the 
104-a as usual 
17-2 as well 

107- 1 as well as 

111-h as well as not 
164—7 as well as possible 

138- 3 assets and liabilities 

139- 1 assistant general manager 
97-d assure you 

2-a at a 
117-5 at a loss 
8-10 at a time 
41-b at all 
8-10 at any rate 
100-9 at any time 
41-b at first 
89-b at hand 
17-b at last 
17-b at latest 
17-c at least 
30-b at length 
17-3 at once 
123-1 at our 

108- 1 at our expense 
97-a at present 
30-b at that 

2-a at the 

115-3 at the present time 
17—1 at the same time 
8-10 at the time 
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30-b 

at their 

28-c 

at this 

28-k 

at this time 

30-b 

at which 

140-1 

at your convenience 

140-1 

at your earliest 


convenience 

140-1 

at your earliest 
possible convenience 

140-1 

at your early 


convenience 

141-3 

at your expense 


b 

108-1 

B & O 

114-2 

BC 

81-1 

B/L 

108-1 

Btu 

89-e 

balance due 

138-3 

bank draft 

97-d 

be sure 

63-e 

because of the 

152-1 

because of the fact 

63-a 

because the 

63-f 

before a 

63-f 

before the 

140-3 

beg to remain 

140-3 

118-a 

beg to state 
behind the 

97-a 

believe the 

63-f 

below the 

111-d 

best advantage 

30—i 

best wishes 

111—d 

better advantage 

116-d 

better and better 

117-6 

better or worse 

97-d 

better than 

52-a 

between a 

47-5 

between the 

118-a 
118-a 
117-2 

beyond question 
beyond the 
bill of sale 

138-1 

bill payable 

138-1 

bill receivable 

138-1 

bills payable 

138-1 

bills receivable 

137-2 

board of directors 

137-2 

board of education 

137-2 

board of trade 

137-2 

board of trustees 

138-2 

bond mortgage 

8-1 

bring the 


118-b building material 
8-1 but a 
8-8 but not 
8-1 but the 
52-a by a 
63-e by all means 
118-a by correspondence 
104—a by express 
52-b by mail 
52—j by means of 
118-a by mistake 
104-a by request 
108-1 by return mail 
89-b by telegraph 
52-a by the 
150-1 by the date 
169-7 by the day 

115- 3 by the month 
117-2 by the time 

52—j by the way 
117-2 by the year 
106-7 by us 
52-b by which 
63-g by which the 
52-b by you 
63-f by your 

c 

82-7 CCC 
131-1 cif 
81-1 COD 
79-a call the 
89-j call your attention 
2-a can a 
15-2 can be 
41-g can give 
52-k can give you 
8-7 can have 
8-8 can not 
8-10 can not be 
8-10 can not have 
7-1 can the 
28—j can you 
139-1 Canadian Pacific 
139-1 cash discount 
139-1 certificate of deposit 
137-2 chairman of the board 
63-a change the 
97-a charge the 
89-f cheaper than 

116- 2 coast to coast 
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169-8 Commissioner of Educa¬ 
tion 

138-2 common stock 
89-a consider the 
89-a continue the 

101- 2 Cordially yours 
41-g could be 

41—g could have 
41—1 could have been 
41—h could not 
41-1 could not be 
41-a could the 
89-a cover the 
89-f credit balance 
89-a credit the 
132-1 cubic yard (cu yd) 

d 

77-3 DC 
77-3 D S E 
152-3 day and night 
8-9 day letter 
152-3 day or night 
100-9 day or so 
100-9 day or two 
39—3 Dear Dr 
39-3 Dear Madam 
39-3 Dear Miss 
39-3 Dear Mr 
39-3 Dear Mrs 
39-3 Dear Sir 
39-3 Dear Sirs 
89-f debit balance 

102- 7 deliver the 
104—d department head 

169-8 Department of Commerce 
117-3 Department of Education 
52-g did not 
52-h did we 
52-h did you 
8-8 do not 
14-7 do the 
17-a does a 
17-g does not 
17-h doesn’t 
17-a does the 
79-a down the 

e 

131-1 E&OE 
114—1 eg 


14-7 

each of the 

8-9 

each one 

52-h 

each other 

7-2 

each week 

52-a 

enclose a 

137-3 

enclosed blank 

8-10 end of the 

79-f 

English literature 

114-3 

etc 


41 -i every one 
89-f everybody else 
52-h everything else 
79-b except that 
104-d expect that 
10-1—d expect to 
116-2 expect to be 

116- 2 expect to ship 
104-d extra charge 

f 

81-1 f o b 

101-2 Faithfully yours 
104—a favor the 

137- 2 Federal Reserve Board 
79-e feel certain 

97-d feel sure 

41—i first class 

89-f first consideration 

138- 3 first mortgage 
138-3 First National Bank 
104-d first part 

41—i first place 
41—i first rate 
41—i first time 
89-a follow the 
89-a following the 
28-a for a 

169-10 for a certain time 

117- 5 for a day or two 
169-10 for a long time 

J 69-12 for a number of years 
30-b for example 
30-b for me 
79-b for sale 
28-c for that 
28-a for the 
115-3 for the present 
115-3 for the purpose 
115-3 for the time being 
30-b for their 
30-c for them 
30-c for these 
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28-c 

for us 

28-c 

for which 

30-c 

for you 

28-c 

for your 

104r-e 

form letter 

115—4 

free of charge 

28-a 

from a 

28-c 

from here 

30-c 

from our 

28-c 

from that 

28-a 

from the 

28-d 

from their 

30-c 

from them 

28-d 

from there 

30-c 

from this 

116-3 

from time to time 

30-c 

from us 

30-d 

from which 

28-k 

from which the 

30-d 

from you 

28-d 

from your 

63-d 

full information 

63-d 

full particulars 

89-f 

further consideration 

89-g 

further notice 

89-g 

further particulars 

89-g 

further than 


g 

104-e 

general delivery 

139-1 

general manager 

41—i 

give me 

41-a 

give the 

169-7 

give the matter 

106—7 

give us 

41—j 

give you 

169-9 

glad to be 

116-2 

glad to have 

151-2 

glad to have been 

150-4 

glad to inform 

169-9 

glad to know 

150-4 

glad to quote 

151-1 

glad to receive 

118-e 

glad to recommend 

116-2 

glad to say 

117-4 

glad to see 

151-1 

glad to ship 

117-5 

going to be 

41—j 

great deal 

41—j 

great many 

97-d 

great pleasure 


81-2 

h 

h p 

15-2 

had been 

8-8 

had not 

17-g 

hadn’t 

8-a 

had the 

89-b 

handle the 

17-a 

has a 

17-g 

has been 

17-h 

has not 

17-h 

hasn’t 

23-2 

has the 

71-2 

have been 

107-2 

have been able 

89-e 

have found 

15-2 

have had 

8-9 

have not 

23-3 

haven’t 

15-2 

have not been 

162-1 

have not been able 

15-2 

have not had 

14r-7 

have the 

8-11 

have to be 

28-k 

have you 

15-1 

he can 

41-d 

he could 

2—c 

he had 

30-g 

he is 

17-k 

he is not 

8-6 

he may 

41-d 

he should 

41-1 

he should not 

71-1 

he was 

15-1 

he will 

98-1 

he will not be 

41-d 

he would 

30-k 

hear from you 

30—i 

help you 

152-c 

here and there 

152-3 

here or there 

104-e 

high school 

63-f 

his own 

79-a 

hope the 

116-2 

hope to be 

116-3 

hope to be able 

151-1 

hope to receive 

169-10 

i hope to ship 

151-1 

house to house 

63-b 

how long 

63-b 

how many 
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63-b 

89-1 

89-1 


47-5 
89-j 
5 2-k 
5 2-k 
97-h 
97-h 
97-j 
5 2-k 
140-3 
97-c 
131-1 
52-d 
5 2-k 
5 2-k 
89-d 
52-d 
5 2-k 
52-d 
52-1 
97-j 
52-n 
52-1 
52-1 

<§ 7-5 
104—c 
79-h 
97-h 
89-e 
52-d 
52-d 
63-g 
63-g 
63-h 
108-3 
63-i 
63-h 
52-n 
79-d 
79-h 
83-13 
52-d 
47-5 
63-h 
63-h 
52-e 


how much 

79 d 

hundred thousand 

63-f 

hundreds of thousands 

118—b 


104—c 

i 

101-3 

I am 

97-c 

I am anxious 

52-e 

lam going 

52-1 

I am not 

164-8 

I am positive 

52-1 

I am sure 

52-n 

I am sure that 

141-2 

I am willing 

52-e 

I beg to remain 

52-1 

I believe 

52-n 

I CC 

108-3 

I can 

79-d 

I can not 

97-c 

I can't 

97-h 

I congratulate 

97-j 

I could 

97-h 

I dare say 

52-e 

I do 

97-c 

I do not 

97-h 

I do nut believe 

63-d 

I do not think 

52—e 

I don't 

52-e 

I don't know 

63-h 

i e 

52-e 

I enclose 

63-h 

I expect 

63-h 

I feel certain 

52-1 

I feel sure 

63-i 

I find 

52—f 

I had 

52—f 

I have 

63-i 

I have been 

30-a 

I have had 

89-b 

I have not 

28-1 

I have not been able 

28-n 

I have not had 

111-b 

I have received 

28—j 

I have your letter 

97-b 

I hope 

63-c 

I hope that 

31-3 

I LA 

30-d 

I may 

30-k 

I may be 

30-a 

I may have 

28-d 

I may not 

30-k 

I must 

28-1 


I note 
1 received 
I recommend 
I regret to 
I remain 
1 remember 
I shall 
I shall be 
I shall be able 
I shall not 
I shall not be 
I shall not be able 
I should 
I should be 
I should be glad 
I should like 
I suggest 
I suppose 
I suppose that 
1 suppose that the 
I take pleasure 
I think 
I trust 
I trust that 
I understand 
I want 
I was 
I was not 
I will 
I will be 
I will have 
I will not 
I will not have 
I wish 
I would 
I wrote you 
fa 

f convenient 
f it is 
f it is not 
f necessary 
f not 
f possible 
f satisfactory 
f so 
f that 
f that is 
f the 
f their 
f there are 
f there is 
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30-d 

If they 

30-k 

if they are 

28-d 

if this • 

31-3 

if you 

30-k 

if you are 

28-d 

if your 

28-1 

if you will 

164-8 

if you will kindly 

108-1 

immediate attention 

7-1 

in a 

169-11 

in a day or two 

111-h 

in a little while 

79-h 

in a minute 

2-d 

in a week 

17-k 

in a word 

104-g 

in accord with 

104—h 

in accord with our 

104—h 

in accord with the 

108-1 

in accordance with 

47-5 

in addition 

52—m 

in addition to 

140-2 

in answer to your letter 

97-i 

in charge of 

Si 

in charge of the 
in consideration 

ni-f 

in cooperation with 

104—e 

in duplicate 

79-b 

in fact 

104-g 

in favor of 

104-h 

in favor of the 

63-c 

in future 

63-c 

in general 

47-5 

in order 

52~m 

in order that 

100-9 

in our 

108-1 

in our letter 

63-c 

in particular 

17-c 

in person 

17-c 

in place 

150-3 

in point of fact 

17-c 

in preparation 

97-b 

in progress 

30-d 

in receipt 

97-i 

in reference to 

169-12 

in reference to the matter 

41-n 

in regard to the 

117-1 

in regard to the matter 

140-1 

in regard to your 

140-2 

in regard to your order 

117-7 

in relation to the matter 

52-b 

in reply 


140-1 

in reply to your 

140-2 

in reply to your favor 

140-2 

in reply to your letter 

111-f 

in respect to 

117-1 

in spite of the fact 

28-d 

in that 

7-1 

in the 

117-7 

in the course of time 

63-e 

in the future 

117-2 

in the matter 

30-d 

in these 

150-1 

in the way 

169-7 

in the world 

28-d 

in this 

30-k 

in this case 

63-i 

in this connection 

52-m 

in this matter 

111-f 

in this respect 

63-f 

in those 

100-9 

in time 

89-b 

in transit 

169-12 

in view of the fact 

111-g 

in what respect 

28-e 

in which 

28-1 

in which the 

28-e 

in your 

28-1 

in your letter 

41—j 

inasmuch as 

137-3 

inclosed blank 

104—e 

inform us 

104-e 

inform you 

111-b 

instead of 

111-g 

instead of the 

41-a 

into a 

41-a 

into the 

169-7 

into the matter 

41-b 

into which 

17-h 

is it 

97-i 

is it possible 

23-2 

is not 

17-h 

isn't 

111-g 

is not necessary 

111-g 

is not quite 

23-2 

is the 

15-1 

it can 

4\-d 

it could 

7-2 

it had 

17—f 

it has 

72-1 

it has been 

23-2 

it is 

17—f 

it’s 
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17-k it is a 
23-2 it is not 
97—i it is possible 
79-h it is probable 
17—k it is the 
8-6 it may 
8-11 it may be 
8-14 it may not be 
17—f it must 
17-k it must be 
41-d it should 
17-f it was 
17-k it was a 
17-k it was not 
63-i it was understood 
8-7 it will 
8-11 it will be 
8—11 it will have 
8-11 it will not 
8-14 it will not be 
41-e it would 
41—m it would be 

j 

41—j Just as 
111-h just as well as 
111-h just as well as not 
63-c just now 
41—j just received 

k 

2-a keep a 
2-a keep the 
108-1 kindly advise 
141—3 kindly advise us 
IH-c kindly enclose 
108-3 kindly let us 

107- 2 kindly let us know 

108- 3 kindly note 
107-2 kindly remit 
164-8 kindly return 
Ml-c kindly ship 

1 

131-1 lei 

97-d large enough 
97-e large number 
97-e larger than 
17-i last month 
52-h last night 
I7-i last time 


17-i last week 
89-g later than 
97—a* leave the 

116-1 less and less 
89-g less than 
8—a let a 
8-9 let me 
8—11 let me know 
8-a let the 
106-7 let us 

106- 7 let us know 
30—i let you 
30-k let you know 

164—8 like a 

107- 3 like the 
116-2 like to be 
116-2 like to have 

116- 3 like to know 
169-10 like to see 
H5-4 line of business 

117- 3 line of credit 
169—8 line of goods 
137-3 list price 

97-e little enough 
169-11 little or no 

117- 6 little or nothing 

81-1 LL D ’ 

41-j long time 
41-k look for 

m 

77-4 MD 
114-2 mph 
8-2 mail a 
63-g mail order 
8-3 make a 
8-2 make the 

118- c manufacturing company 
89-1 many thousand 

111-<1 market quotation 
111—d market value 
15-2 may be 
164-7 may be able 
8-7 may have 
8-11 may not be 
107-2 may not be able 
15-2 may not have 
8-12 middle of the 
52-g might be 
52-g might have 
52-g might not 


# 
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100-9 

month or so 

89-j 

not less than 

104-h 

month or two 

89-j 

not more than 

116-1 

more and more 

41-k 

not only 

79-h 

more of the 

111-c 

not quite 

116-4 

more or less 

111-c 

not responsible 

89-g 

more than 

79~a 

note the 

138-2 

mortgage bofid 

52—i 

nothing else 

111-d 

most important 

63-c 

now that 

23-3 

most of 



17-1 

most of the 


o 

101-2 

Most sincerely 

81-1 

OK 

101-1 

Mr and Mrs 

81-3 

OK’d 

97-e 

much better 

114-3 

O K’ing 

79-f 

much more 

23-3 

of a 

8-12 

much of the 

89-c 

of course 

30—i 

much pleased 

8<4-k 

of course it is 

17-g 

must be 

8-3 

of me 

17-i 

must know 

52-c 

of my 

23-2 

must not 

28-e 

of that 

31-3 

must not be 

7-1 

of the 

101-1 

My dear Dr 

28-e 

of their 

101-1 

My dear Madam 

30-d 

of them 

101-1 

My dear Miss 

30-e 

of these 

101-1 

My dear Mr 

31-3 

of this 

101-1 

My dear Mrs 

89-j 

of this kind 

101-1 

My dear Sir 

52-c 

of those 



30-e 

of you 


n 

14-7 

on a 

149-5 

NBC 

52-c 

on account 

108-1 

NE 

169-8 

on account of that 

81-3 

NE A 

115-4 

on account of the 

77-4 

NSR A 

117-7 

on account of the fact 

104—e 

Navy Department 

169-12 

on account of the manner 

8-2 

near the 

117-7 

on account of the way 

89-h 

nearer than 

117-3 

on account of this 

111—d 

necessary information 

89-c 

on hand 

139-1 

New York Central 

169-11 

on or before 

17-i 

next day 

8-3 

on our 

17-i 

next month 

140-3 

on receipt of your letter 

17-i 

next time 

79-b 

on sale 

30—i 

next week 

28—e 

on that 

30—i 

next year 

52-m 

on that account 

63-c 

no doubt 

14-7 

on the 

79-f 

no longer 

115-3 

on the contrary 

52-h 

no matter 

115-3 

on the whole 

79-f 

no more 

30-e 

on them 

31-2 

no one 

30-e 

on these 

5 2—i 

no question 

30-e 

on this 

8-12 

none of the 

8-4 

on time 

104—f 

normal school 

28—e 

on which 

89—j 

not later than 

30-1 

on which the 
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30-e on you 
117—1 once in a while 
89-h one hundred 
14-7 one of the 
117-1 one of the best 
117-7 one of the first 
117-1 one of the most 
117-3 one of these 

116-4 one or two 
89-h one thousand 
4I-k only one 
14—7 or a 
14-7 or the 

137-3 order blank 
41-h ought not 

116-3 ought not to be 
41-k ought to 

116-3 ought to be 
123-3 ought to be able 

116- 3 ought to have 

117- 5 ought to receive 
52—i our account 

111-4 our advantage 

118- c our assistance 

118-c our communication 
97-e our company 
118-c our correspondence 
79-f our figures 
141-3 our immediate attention 
97-e our knowledge 
118-c our mistake 
79-f our note 
97-e our opinion 
52—i our own 
118-c our policy 

118-c our proposition 
118-d our recommendation 
118-d our remittance 
104—f our request 
79-g our suggestion 
169-8 out of place 

117-3 out of stock 

117-1 out of the question 
169-12 out of the city 

115- 4 out of town 
52-a over a 

122-1 over a hundred 

116- 1 over and over 
116-1 over and over again 

52-a over the 


P 

81-2 p m 

131-1 parcel post (p/p) 
89-h particular attent ; on 
2-b pay a 
2-b pay the 
89-2 per cent 
131-2 per cent per annum 
131-2 per day 
131-2 per gallon 
131-2 per hour 
131-2 per hundred 
131—2 per pound 
131-2 per thousand 
123-10 Ph D 

114- 3 PhDs 
70-2 place the 

8-3 plan the 

137- 2 planning board 

118—b please communicate 
41—g please give 
104—h please inform us 
8-12 please let me 
8-14 please let me know 
170-1 please let us 
164—8 please let us know 
79-e please note 
79-e please notify 
11J—c please quote 
I 11-g please quote us 
J7-g please return 
■ 52-g please ship 
52~m please ship us 
17-g please state 
52-g please wire 
8-7 please write 

115- 4 point of view 

138- 2 preferred stock 

137- 3 price list 
63-e prior to the 
79-e probably not 

138- 3 profit and loss 
79-f prompt payment 
97-f public opinion 

111-a purchase a 
111-a purchase the 

139- 1 purchasing agent 

q 

118-e question of policy 
115-4 question of time 


Phrase index 


m 


111-a 

quite a 

Ill-g 

quite a few 

111-g 

quite a little 

IS 1-3 

quite a little while 

116-4 

quite a number 

116-4 

quite a while 

111-e 

quite enough 

111-e 

quite like 

111-e 

quite likely 

111-e 

quite necessary 

111-e 

quite right 

111-e 

quite sure 

111-a 

quite the 

111-a 

quote a 1 

111-a 

quote the 

131-1 

r 

RFC 

114-1 

RFD 

81-3 

r p m 

114-1 

RS VP 

89-c 

rather less 

89-k 

rather less than 

89-c 

rather more 

89-k 

rather more than 

89-c 

rather not 

89-c 

rather than 

52—i 

received payment 

30—i 

received word 

97-f 

recent date 

118-a 

recommend a 

118-a 

recommend the 


140-2 referring to your letter 
140-2 referring to your order 
104—a regret the 
104—f regret to 
IS 1-2 regret to say 
IS 1-2 regret to state 
79-g relative to 
97-a remember the 
140-2 replying to your letter 
101-3 Respect ful I y su bmi tted 
IS2—3 right and wrong 
1S2-3 right or wrong 

s 

82-5 SPCA 
108-1 S S B 
77-4 SW 
137-3 sale price 
104—f sales department 


139-1 sales manager 
I7~j same time 
^>3—<d satisfy you 

137— 2 school board 
118-2 Script Shorthand 

138— 3 second mortgage 
138-3 Second National Bank 

63-b secure the 
30—i see you 
116-3 seems to be 
116-3 seems to me 

137- 3 selling price 
17—j send us 

129-1 several hundred 
97-i several of the 
97-f several times 
28—j shall be 
108-2 shall be able 
28-j shall not 
164—7 shall not be able 
28-g she is 
28-g she will 
79-g short notice 
41-g should be 
41-h should have 
107-3 should like 
41-h should not 
41-m should not be 
41-a should the 

138- 3 sight draft 
79-a since the 
39-3 Sincerely yours 
17-c so as 

107- 1 so far as 

108- 2 so far as possible 
41-m so long as 

17-c so many 
17-d so much 
28-e so that 
28-1 so that the 
150-3 some of that 
17-1 some of the 
IS2-1 some of the most 
169-8 some of them 
115-4 some of these 
IS0-3 some of this 
117-4 some of those 
169-9 some of which 
63-g some things 
17 i some time 
63-i some time ago 
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41-k 

someone else 

47-5 

the other 

52—i 

something else 

23-2 

the same 

41-k 

somewhere else 

14-7 

the time 

117-6 

sooner or later 

104-b 

the usual 

89-h 

sooner than 

23-2 

the work 

97-f 

special attention 

28-h 

there are 

104—f 

special delivery 

31-2 

there is 

104—f 

special request 

30-1 

there is a 

132-1 

square foot (sq ft) 

28-m 

there is not 

132-2 

State of 

28-m 

there will be 

138-2 

stock market 

30-n 

there will not be 

138-2 

stock transfer 

28-h 

these are 

17-j 

such as 

30-g 

these will 

79-b 

suggest the 

30-h 

they are 

104—f 

summer school 

39-2 

they could 

115-4 

superintendent of schools 

41-m 

they could not 



30-1 

they do not 


t 

28-h 

they have 

2-b 

take a 

30-1 

they have been 

8-9 

take care 

118-b 

they recommend 

8-14 

take care of the 

30-h 

they say 

97-f 

take pleasure 

31-e 

they should 

2-b 

take the 

28-h 

they were 

7-2 

teach a 

28-m 

they were not 

14-7 

teach the 

28-h 

they will 

7<^b 

tell the 

30-1 

they will be 

79-g 

tell you 

41-e 

they would 

89-2 

ten thousand 

104-b 

this department 

89-b 

than the 

31-2 

this is 

107-3 

thank you 

28-m 

this is the 

30-g 

that are 

89-h 

this kind 

28-h 

that is 

28-k 

this month 

28-1 

that is not 

41-k 

this morning 

30-1 

that is the 

30—j 

this one 

30-1 

that it is 

52—i 

this question 

30—j 

that one 

30-h 

this was 

28-a 

that the 

28-k 

this week 

30-g 

that was 

30-h 

this will 

28-h 

that will 

30—j 

this year 

28-m 

that will be 

169-11 

three or four 

41-e 

that would 

41-b 

thru the 

89-c 

the balance 

41-c 

thru which 

23-2 

the best 

63-a 

thruout the 

47-5 

the enclosed 

116-1 

time and time again 

79-b 

the feet 

97-f 

time enough 

39-2 

the first 

8-12 

time of the 

89-d 

the following 

7-1 

to a 

104—b 

the former 

111-b 

to advantage 

23-2 

the next 

63-i 

to and fro 

14-7 

the one 

17-d 

to ask 

47-5 

the order 

7-2 

to be 


4 
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164-7 

to be able 

8-6 

97—i 

to be sure 

79-c 

97-b 

to believe 

100-9 

8-5 

to bring 

2-c 

79-c 

to call 

2-d 

89-k 

to call attention 

72-1 

17-d 

to cancel 

17-d 

79-c 

to collect 

8-6 

2-b 

to come 

104-c 

118-b 

to communicate 

97-c 

104-b 

to complete 

111-b 

89-d 

to consider 

41-d 

111-b 

to cooperate 

111-c 

79-c 

to correct 

111-h 

118-b 

to correspond 

17-d 

89-d 

to cover 

5 2-c 

89-d 

to credit 

17-d 

79-c 

to date 

17-e 

104-b 

to deliver 

63-d 

104-c 

to determine 

17-e 

30-g 

to discuss 

17-e 

2-c 

to do 

17-e 

8-12 

to do the 

5 2-c 

30-g 

to explain 

52-m 

104-c 

to express 

17-e 

89h d 

to find 

17-e 

89-d 

to follow 

17-e 

104-c 

to form 

79-c 

28-g 

to get 

97-c 

39-2 

to give 

2—c 

52-m 

to give you 

2—d 

28-g 

to go 

41-d 

2—c 

to have 

79-d 

8-5 

to hear 

28-f 


to her 

7-1 

8-4 

to him 

28-f 

79-c 

to hope 

30-e 

2—c 

to keep 

5 2-d 

2—d 

to keep the 

30—f 

8-5 

to know 

17-d 

8-5 

to learn 

8-6 

97-b 

to leave 

28-f 

8-5 

to let 

30-m 

111-h 

to let us know 

41-c 

41-c 

to look 

17—f 

8-5 

to mail 

8-6 

8-5 

to make 

28-f 

8-4 

to me 

28-f 

8-6 

to meet 

111-e 

30-g 

to mention 

89-k 

5 2-c 

to my 

104-b 


to need 

to note 

to our 

to pay 

to pay a 

to pay the 

to place 

to please 

to point 

to publish 

to purchase 

to put 

to quote 

to quote you 

to receive 

to reply 

to return 

to say 

to secure 

to see 

to sell 

to send 

to ship 

to ship us 

to speak 

to state 

to stay 

to suggest 

to suppose 

to take 

to take the 

to talk 

to tell 

to that 

to the 

to their 

to them 

to think 

to this 

to us 

to wait 

to which 

to which the 

to whom 

to work 

to write 

to you 

to your 

together with 

to-morrow morning 

too difficult 
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39-2 t(x* great 
97—b t(,xi large 
8-4 too late 
97-b too little 
41-c too long 
8—4 too much 
101-2 Truly yours 
97—f trust company 
97-g trust that 
89-i two hundred 
122-1 two hundred thousand 

116- 4 two or three 
89-i two thousand 

u 

82-2 US 
81-2 USA 

140-3 under separate cover 
52-a under the 
118—e under the circumstances 
52—j under which 
52-b understand the 
52-b until the 
8—2 up a 
8-2 up the 
122-1 up to a 
169-10 up to date 

117- 7 up to the time 
41-b upon the 
41-c upon us 

41-c upon which 
63-b use the 

v 

104—g value received 
28-f very best 
39-2 very glad 
39-2 very good 
97-g very largely 
97-g very little 
30-f very many 
28-f very much 
28-n very much of the 
101-3 Very sincerely yours 
79-g very soon 
101-2 Very truly 
39-3 Very truly yours 
30-f very well 
108-1 vice versa 


w 


114-2 

W ABC 

81-2 

WE AF 

131-1 

WP A 

77-4 

w p m 

104—g 

War Department 

17-a 

was a 

17-h 

was not 

23-3 

wasn’t 

17-a 

was the 

79-d 

we acknowledge 

140-3 

we acknowledge receipt 
of your letter 

89-e 

we anticipate 

104—c 

we appreciate 

8-7 

we are 

52-n 

we are enclosing 

104-h 

we are informed 

30-n 

we are in receipt 

8-12 

we are not 

97-i 

we are positive 

17-1 

we are prepared 

97-j 

we are sure 

140-3 

we beg to state 

97-c 

we believe 

15-1 

we can 

45-4 

we can not 

15-1 

we come 

41-e 

we could 

41-m 

we could be 

52—f 

we enclose 

104—d 

we expect 

89-e 

we find 

2-c 

we had 

7-2 

we have 

8-13 

we have been 

108-3 

we have been able 

89-k 

we have considered 

89-k 

we have found 

8-13 

we have had 

8-13 

we have no 

8-13 

we have not 

8-14 

we have not been 

107-2 

we have not been able 

8-13 

we have the 

79-d 

we hope 

79-h 

we hope that 

15-1 

we know 

15—1 

we may 

164-8 

we may be able 
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17—f 

we must 

30-m 

which have been 

17-1 

we must be 

31-2 

which is 

17-1 

we must not 

30-m 

which may be 

79-d 

we note 

28-n 

which of the 

17—f 

we receive 

28-b 

which the 

118-b 

we recommend 

30-h 

which was 

10-HJ 

we regret 

30-j 

which we 

101-3 

we remain 

28—i 

which were 

28—i 

we shall 

30-m 

which were not 

28—m 

we shall be 

28—i 

which will 

108-3 

we shall be able 

41—f 

which would 

30-m 

we shall not 

111-a 

while the 

28-n 

we shall not be 

41—f 

who are 

164-8 

we shall not be able 

41—f 

who had 

41-e 

we should 

41—f 

who have 

41-m 

we should be 

41—f 

who will 

41-n 

we should be glad 

41-n 

who will be 

107-3 

we should like 

63-e 

whole of the 

117-5 

we should like to know 

52-g 

why not 

52—f 

we think 

8-7 

will be 

52—f 

we understand 

107-2 

will be able 

52—f 

we understood 

8-8 

will have 

41-e 

we want 

8-9 

will not 

7-2 

we were 

15-2 

will not be 

8-13 

we were not 

108-2 

will not be able 

8-7 

we will 

79-e 

will note 

63-e 

we will allow you 

8-8 

will write 

8-13 

we will be 

31-3 

will you 

8-14 

we will have 

107-2 

will you kindly 

8-14 

we will not 

28-n 

will you please 

52-n 

we will ship 

2-a 

with a 

28—i 

we wish 

104Ub 

with confidence 

41—f 

we would 

63-d 

with interest 

41-m 

we would not 

8-4 

with me 

52-n 

we wrote you 

169-11 

with or without 

104-h 

week or so 

100-9 

with our 

100-9 

week or two 

97-b 

with pleasure 

8-9 

were not 

97-j 

with reference to 

30-a 

what a 

152-2 

with reference to the 

31-2 

what is 


matter 

28-m 

what is the 

140-1 

with reference to your 

28-a 

when a 

140-2 

with reference to your 

28—a 

when the 


order 

28-k 

where is 

41-n 

with regard to the 

28-n 

where is the 

111-h 

with respect to 

117-6 

whether or no 

169-12 

with respect to the matter 

116-4 

whether or not 

140-1 

with respect to your 

97-a 

whether the 

107-3 

with thanks 

30-a 

which a 

30-f 

with that 

28—i 

which are 

2-a 

with the 

28—i 

which have 

30-f 

with these 
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28-g 

with this 

52-c 

with those 

106-7 

with us 

30—f 

with what 

28-g 

with which 

28-g 

with you 

30—f 

with your 

63-a 

within a 

116-4 

within a day or two 

151-3 

within a year or so 

63-a 

within the 

63-e 

within the next 

63-a 

without a 

97-g 

without charge 

89-i 

without delay 

97-j 

without reference to 

63-a 

without the 

116-1 

worse and worse 

41-h 

would be 

41-h 

would have 

107-3 

would like 

41-h 

would not 

41-b 

would the 

8-2 

write a 

8-2 

write the 

106-7 

write us 

y 

81-2 

YMC A 

81-3 

YMCA’s 

30-m 

year or so 

30-m 

year or two 

111-f 

yes indeed 

28—i 

you are 

41-f 

you can 

41-g 

you could 

41-n 

you could be 

28-j 

you have 

28-n 

you have not 

28 -j 

you may 

30-n 

you may be 

30—h 

you must 

39-2 

you should 

41-n 

you should not 

52—f 

you think 

28-j 

you were 


31-b you will 
30-n you will be 
108-3 you will be able 
30-n you will have 
30-n you will not 
79-h you will note 
30-n you will receive 
41-g you would 
41-n you would not 
52-j your account 
104—g your address 
111-f your advantage 
104—g your answer 
•118-d your assistance 
89-i your attention 

30— j your best 

118—d your communication 
97-g your company 
89-i your convenience 
118-d your correspondence 
79-g your figure 
123-2 your immediate attention 

31- 3 your letter 
118-d your mistake 

28-k your name 
79-g your note 
52-j your order 
52-j your own 
118-d your policy 
118-e your property 
118-e your proposition 
111-f your quotation 
118-e your recommendation 
118-e your remittance 
52-j your reply 
104—g your request 
63-g your statement 
89-i your telegram 
30—j your wishes 
101-2 Yours cordially 
101-2 Yours faithfully 
101-3 Yours respectfully 
101-2 Yours sincerely 
39-3 Yours truly 
101-3 Yours very sincerely 
39-3 Yours very truly 







